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ABSTRACT 

The 20 resource English units which comprise the 
guide for grades seven-nine are designed to supplement, rather than 
replace, regular instructional materials and^ are intended for use as 
enrichment materials to use as reinforcement exercises after regular 
English units have been taught. The purpose of the guide is to give 
students a chance to explore various business and office occupations 
while gaining insigJit into how and why a knowledge of English is 
important in everyday work life. The units may be adapted to fit 
special objectives. The firsr 12 units deal with grammar and the 
mechanics of writing, letter writing, the preparing outgoing mail; in 
all but one, the major activity is a job simulation requiring 
students to apply their knowledge of the English topic with which the 
unit deals. Four oral language units each contain two major 
activities and, as in the first 12, each unit contains a teacher's 
key, a background information sheet on the occupation, optional 
activities suggestions, and student worksheets. The remaining four 
units contain articles frcm newspapers or periodicals and related 
discussion questions which cover both literary concepts and career 
information. (Author/A J) 
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FOREWORD 

The national Business and Office Career Education Curriculum project 
was funded for two years with Colorado State University by the Department 
of Health, Education, and Welfare to produce career education curriculum 
guides for middle and junior high schools. Other guides are being produced 
for K-6 grades and the secondary and post-secondary programs. The project 
monitor, representing the Department of Health, Education, and Welfare, is 
James H. Wykle. 

Drafts of three guides have been prepared for middle and junior high 
schools: English Resource Guide, Math Resource Guide, and Social Studies 
Resource Guide. 

The purpose of the units in each of the guides is to supplement, enrich 
and reinforce the usual classroom instruction in English, mathematics, and 
social studies, and at the same time, introduce career education. Teachers 
are urged to add and delete activities or make any adaptations in the various 
units which will make them more effective in individual classrooms. 

During the 1974-75 school year, the guides were made available to the 
following test sites for limited dissemination: Fulton County Georgia; 
Detroit, Michigan; East Detroit, Michigan; Western Michigan University, 
Kalamazoo; New Orleans, Louisiana; Plainfield, New Jersey; San Diego, California 
Freemont, California; Sidney, Nebraska; Pueblo, Colorado; Cortez, Colorado; 
and Fort Colliiis, Colorado. 

These guides are under developmental copyright and shall not be reproduced 
for dissemination. Certain units in the Social Studies Resource Guide are 
used with permission of the Wall Street Journal and Pan^^eon Press; and be- 
cause they are copyrighted, they must not be reproduced. 
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HOW TO USE THE BO-CEC UNITS 

The units in the BO-CEC English Resource Guide are designed to 
supplement, rather than replace, your regular instructional materials. The 
activities in these units are therefore enrichment materials that you can 
use as reinforcement exercises after you have taught your regular English 
units. The features of the BO-CEC Resource Guides that you should keep in 
mind are: 

*The resource units are to serve only as supplements to your regular 
English units. The resource units were not designed to be the 
primary teaching device for the English or literature topics with 
which they deal . 

'Each unit emphasizes an occupational setting (such as communications 
industry, public service organizations, transportation industry, etc.) 
and a specific occupation within that setting. The purpose of the^ 
BO-CEC resource guides is to give students a chance to explore various 
businesc and office occupations while gaining insight into how and why 
a knowledge of English is important in everyday work life. 

•The resource units may be adapted to fit your special objectives. ^ 
Because the units were developed for nationwide distribution, individual 
schools or school systems may need to modify the units to fit their 
local needs and objectives. Thus, the units have been designed so 
that activities may be added or deleted. Local business and office 
teachers/coordinators can help you adapt any unit that does not meet 
your objectives. They can also help you develop additional career- 
related activities. 

Units 1-12: "Writing" Units 

The first 12 units in this guide deal with grammar and the mechanics 
of writing, letter writing, and preparing outgoing mail. The content and 
organization of these units are shown in Figure 1. 

In all but one of the 12 writing units, the major activity is a job 
simulation in which students perform tasks similar to those performed by 
people in tha business and office occupation being simulated. To complete 
the simulation activities successfully, students must apply their knowledge 
of the English topic with which the unit deals. Thus, students will begin 
to realize that a knowledge of standard English and writing mechanics is 
important to success in a work situation. Q 

Iv 



ORGANIZATION OF WRITING UNITS 




PURPOSE 

The first page of each unit gives the purvose^ ^ 
briefly describes the major activity of trie unit, and 

suggests procedures to be used in the major activity. 

The major activity is generally a six-page job simulation 

in^ which students are called upon to apply their 
English skills. 



OPTIONAL ACTIVITIES 

The next two or three pages describe optional 
activities. 



In most cases, one or more of the optional 
activities will be accompanied by student 
worksheets, which are printed on white paper 
for easy reproduction. 







TEACHER'S KEY 

A teacher's key is located immediately 
following the optional activities. This 
key provides answers or suggested answers 
to the simulation activities. The key 
also provides suggestions for discussions 
related to the simulation activities. 




BACKGROUND INFORMATION 
Following the teacher's key is a 
background information sheet that 
provides the teachers with infor- 
mation about the occupation 
described in the job simulation. 



STUDENT MATERIALS 
The student materials for the 
major activity (simulation 
materials) are located at the 
end of the unit. These 
activities are printed on 
white paper so that they can 
be copied and reproduced 
easily. 



FIGURE 1 
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In addition to the Job Simulation^ each unit contains a teacher's key 
to the simulation, optional activities suggestions (accompanied in many cases 
by student worksheets), and background information sheets which tell about 
the occupation being simulated in the unit. 

All teacher materials in the units are printed on colored paper \ student 
materials are printed on white paper so that they may be reproduced easily. 

Units 13-16: Oral Language 

The four oral language units each contain two major activities, student 
worksheets, suggested optional activities, and a background information sheet 
describing tha occupation dealt with in the unit. As in the first 12 units, 
each of the oral language units relates language skills to specific work 
situations in specific occupational settings. 

The teacher materials in these units are printed on colored paper as in 
units 1-12, while student worksheets are printed on white paper. 

Units 17-20: Literature 

Units 17-20 contain articles from newspapers or periodicals and related 
discussion questions. The content and organization of these four units are 
shown in Figure 2. In each unit, students are asked to read a story and 
answer related questions. The class then discusses the story In terms of 
the literature objective (i.e., the role of character ^ the importance of 
motivation^ etc.) and in terms of the occupations and Job situations described 
in the story. 

The units are designed to require a minimum of teacher preparation time. 
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ORGANIZATION OF LITERATURE UNITS 



UNIT OBJECTIVES AND PROCEDURES 

The first page of the unit gives the unit objectives 
and suggested prooedi4re8 that are designed to aid 
you in achieving the objectives. 



DISCUSSION GUIDE AND OPTIONAL ACTIVITIES 
The second page gives suggested questions that 
can be used as a guide in discussing occupations 
portrayed in the literature selection. This 
page also contains a list of optional activities. 



ANSWER KEY 

The next page is your answer key to the end of 
the story questions. 



BACKGROUND INFORMATION SHEET 
The following paae (the last page of the 
teacher material) is a background information 
sheet which briefly describes the occupation 
to be reviewed in the unit. 



LITERATURE SELECTION 

The next two or three pages contain the story 

that the students are to read. These pages 

are printed on white paper for easy reproduction 



STUDENT QUESTIONS 

Immediately following the story is a page of 
student questions that are designed to help the 
students focus on the objectives of the unit. 
This page is also printed on white paper for 
easy reproduction. 



GLOSSARY 

The last page of the unit is a glossary of 
terms that some students may not know. Again, 
this page is printed in white for easy 
duplication. 




FIGURE 2 
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UNIT 1 



HOW A SECRETARY uses NOUNS & PRONOUNS 



ON THE JOB AT A TELEVISION STATION 



PURPOSE 



The purpose of this unit is to provide students with an opportunity 
to reinforce their knowledge of nouns and pronouns while learning some- 
thing of the work performed by a ^ secretary. 



The major activity in this unit is a simulation of the work performed 
by Larry Nash, a male secretary at the WOBY TV Studios. The simulation 
exercises give students an opportunity to see some of the types of things 
a secretary does and to see some ways in which standard Engl ish-'-in this 
case nouns and pronouns— is used by secretaries on the job. 

Before glass begins: 

1. Duplicate enough copies of the simulation packet (white sheets at the 
end of this unit) to provide each student with a copy. 

2. Read "Background Information on Secretaries" on page 12. 
During class : 

1. Distribute the simulation packets, reading and discussing the first page 
with students, Suggested discussion topics are given in the teacher's 
key to the simulation .(pages 6-11). 

2. Ask students to complete pages 2 through 5 of the simulation. The first 
simulation exercise (page 2) requires you to dictate to students the 
memorandum shown on page 4. 

3. When students have finished the first five pages, go through the simu- 
lation with them, checking answers and discussing the topics shown 

in the teacher's key. 

4. After checking the simulation exercises, have students turn to page 6 
to answer the questions and discuss the topics at the top of the page. 

5. If time permits, use one or more of the discussion topics or activities 
listed on the following page to conclude the unit. 



MAJOR ACTIVITY 



1 




OPTIONAL ACTIVITIES 



^ Missing Nouns— "The Missing Nouns" activity (page 5) requires students to compl 
15 sentences by filling in the name of a product. All the sentences to 
be completed are advertising slogans and require students to fill in a 
proper noun. 

1. Duplicate a copy of the "Missing Nouns" activity for each student 
in the class. 

2. - Distribute the sheets and have students work throuqh the activity. 

3. When students have finished, go through the answers and have 
students check their accuracy. Then have students explain why 
answers are nouns and tell whether the nouns are proper or 
common nouns. 



( Answers to "Hissing Nouns" Activity ) 

1. United (Airlines) 9. Starkist 

2. 7-Up 10. Jiff Peanut Butter 

3. Morton's Salt 11. Doublemint 

4. Pepsi's 12. Campbell's Soup 

5. Allstate 13. State Farm 

6. Burger King 14. Ultra Brite 

7. Grape-Nuts 15. Certs 

8. Listerine 

12-15 correct — Noun Hound 

8-12 correct — Noun Pup 

Less than 8 — Better Bone Up 

Alternate suggestion: Have students make their own "Missing Noun" 
sheets and swap papers. 

Ask students to te i i why they would or would not like to be secretaries 
(or ask them to tell the advantages and disadvantages of being a 
secretary) . 

Have students take turns dictating short paragraphs to the class while 
class members take down what is read. Then have two or three students 
read back what they have written. Develop the idea that secretaries, who 
are often asked to write what their employers say, have a special type 
of shorthand which allows them to write what is being said at a much 
faster rate. At other times, the employer will record what he has to say 
on a dictating machine, and the secretary will play back the recording, 
transcribing on the typewriter as she does so. 

Students can do this same activity with their own themes. Reluctant writers 
dictate on tape; they then listen to the tape and write what they have 
dictated. 



Students may wish to write a news release for the school or community 
paper about class or school activities. They can follow the format 
given on page 5 of the simulation in preparing the release. 

5a^ Appoint a class secretary to perform secretarial duties—take notes on 
class discussions; collect and distribute papers; keep records of who 
turns in papers and who doesn't, etc. 

FIELD TRIP 

. . .to a local radio or TV station to observe the complete operation^ 
of a station and learn more about communications careers, including 
the job of secretary, 

. . .to any local business or manufacturing firm that employs a secretary 
to learn more about the work performed by a secretary. 

(See Field Trip Guide in Appendix for field trip procedures.) 

INIEFVIEW 

. . .a secretary from a !V or radio station. 

. . .a secretary from any local firm or from your school. 

• . .an employee in any occupation that students are interested in 
at a radio or TV station. 

(See Interview Guide in Appendix for pi^aedurea on aonduating a gxwp 
interview* ) 



ADDITIOf^ OCCUPATIOMS IN THE CO^UNICATIONS mm 
imi SlliDBirS FIAY WISH TO EXPLDREi 



Production Department 

Production Director 

Radio Announcer 

Production Coordinator 

Director 

Floor Managers 

Studio Cameramen 

Set Builders & Carpenters 

Manaqe niftnt 
GeneraXi^anager 
Station Manager 
Department Heads 
Business Manager 



Promotion Department 
Promotion Manager 
Sales Manager 



Program Department 
Program flanager 
Traffic Department 
Traffic Manager 
Continuity Manager 
Film Editor 
Film Librarian 
Public Affairs Director 



News Department 
News Director 
Assignment Editor 
Reporters 
Photographers and 
Film Cameramen 
Film Editors 
Film Processors 

Engineering Department 

Chief Engineer 

Projectionist 

Video Tape Technician 

Audio Control Technician 

Switcher 

Transmitter Operator 



MEMORANDUM TO BE DICTATED 
(Secretarial Job Simulation) 



The following memorandum is to be dictated to students as a part of the 
first exercise of the Secretarial Job Simulation which is the major 
activity in Unit 2. 

Before dictating the memo, have students prepare a memorandum form by 
writing the standard memo headings (TO:, FROM ; SUBJECT ; and DATE : ) in 
a vertical column on the upper left-Find side of a sheet of notebook 
paper. (An example of a memo form is given in the simulation.) 

DICTATING INSTRUCTIONS: 

Dictate slowly every word and every punctuation mark as indicated in the 
memorandum in the box below: 

Alternative Suggestions : 

1. Do not dictate the commas and, after you have finished, ask 
students to insert commas where needed. 

2. Have a business teacher or a secretary give a demonstration of 
5»horthand either before or after this^'activity . Point out that 
secretaries check for correct spelling of words during transcription 
(rather than during dictation) to save dictator's time. 



TO: Jane Evans 

FROM: Allen Lacy 

SUBJECT: News Announcer needed 
DATE: (dictate current date) 

Alice Gordon (comma) our news announcer (comma) is leaving 
WOBY next month (period) Alice has taken a job in New York City 
(comma) and we have not yet found anyone to replace Alice (period) 
(Begin new paragraph) 

If you have a suggestion for finding someone to replace 
Alice (comma)we would like to hear the suggestion . 
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After the dictation is completed, ask students to read through what they 
have written and substitute pronouns for some of the nouns in order to 
make the message read better. Nouns for which students might substitute 
pronouns are underlined. If you wish, after you have dictated the memo 
you may tell students which nouns they are to replace with pronouns* Also, 
ask students to use a dictionary to check the spelling of any word about 
which they are in doubt. 

After students have madt all necessary changes and corrections to their 
memos, ask them to rewrite the memorandum on the special form provided 
in the simulation. ^ 
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MISSING NOUNS 



INSTRUCTIONS: Complete the following sentences by identifying the 
name of the product or oompany that goes with each slogan. 



1. "Fly the friendly skies of 



2. " ^is the Uncola." 

3. "Vlhen it rains, it pours" with 



4. "You've got a lot to live, and got a lot to give." 

5. "You're in good hands with . " 

6. "Have it your way at ." 

7. " is the back-to-nature cereal." 

8. " has the taste -that everybody hates twice a day." 

9. "Sorry, Charlie, doesn't want tuna with good taste, 

they want tuna that tastes good." 

10. " ^tastes more like fresh peanuts." 

11. "Double your pleasure, double your fun with double good 

gum." 

12. "That's what _is, m-m-m m-m-m good." 

13. "And like a good neighbor, . is there." 

14. "Mom told me it was just as easy to marry a rich man as a poor man, 

but, Freddy, Mother never told me about 

15. ' "it's a candy mint and a breath mint. is two mints in 

one." 
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UNIT 1 
TEACHER'S KEY 



Simulation page 1 

Go over page 1 of the simulation 
activity with students. 

a. Ask the students whether they 
are acquainted with any people 

. who are secretaries. 

b. If so, ask whether they think 
that the secretaries they know 
really do the types of things 
described here. 

c. Ask students to describe other 
types of work performed by the 
secretaries they know and the 
types of organizations in which 
they work. 

In a discussion develop the idea 
that secretaries must: 

a. Be able to communicate clearly. 

b. Be loyal to their employer and 
the organization they work for. 

c. Give accurate information when 
answering requc-^ts. 

d. Be able to work effectively with 
others. 



WIT 1 

WRKIW; AS A SECRETARY 

You 4re substituting tod*/ for Urry Kjsh, secretary to the 
otlon wnager »t WC5Y TV studios. A$ * secretary, your duties 
Win Include. . . 




^1. Editing HAfiusc^iPTs 

If you >ould like to know ro^e ^t-OJt Urry «4?h. whose p^*ce 
you 4re tikJng todiy. r^ad t^e »»ifc-y:ion «t the Wtto^ of pJ'je 6. 

Vhen yoj *re re*dy, or whe^ the teacher tells you. turn tnc 
p49< «nd be^m your wortt iS i S'^retar/, 
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Simulation page 2 



CHECK: 

Pronouns underlined in the 
memorandum at the right 
below are recommended in the 
dictated message. 
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TAKING DICTATION 



A secretary takes dictation and transcribes the 
piaterfal dictated, making corrections in the copy 
<s necessary. 



Optional Discussion Topics 

. Did you enjoy taking 
dictation? Why? 

. What is a memorandum? 

A written QomrmmiQation 
generally less formal 
than a letter. 



In an office, memorandums 
are given a nickname or 
shortened name. Do you 
know what it is? 

"Memo" 



Allen Lacy asks you to co-ne to his office to 
take some dictation. He dictates a short 
mefTorandum to you. Your teacher will dictate 
Mr. Ldcy's memorandum, 

INSTRUCTIONS: As the teacher dictates, write 
what is dictated on a blank sheet of notebook 
paper. Then read through what you have written 
and make any changes that vsould make the message 
read better. ( Note: You should chan c e sone 
nouns to pronouns in th e f.ggond jnd thir d 
sentences to r-^ske manuscript read better . 

When you have rrade all changes you think are 
needed, neatly rewrite the nessage on the 
ftiMiOrandum form below. 



HEMORANOUK 



TO: Jane Bi^3*t9 
FROM: Allen Licif 
SUBJECT://ey* AKnouncer 
DATE: (ctiTvent) 



Alic$ Giordan, owe ncwo mvionncrr, is Uavir.j yoBY TV next month. 
Sh€ ha$ taken a Job in fjg'j York Cittf, and wo have not yet found 
anyone to replace hCT\ 

If you have a sugjetttcn for finding ecreone to replace Alice 
(or her), vcutd like t> Var t£. 



. Develop the idea that 
secretaries have special 
symbols that they use in 
taking dictation. Using 
these special symbols 
(or shorthand), they are 
able to write much faster 
than if they were writing 
in longhand. 



Simulation page 3 
CHECK; 



See address file at the right 
for correct placement of Alpert, 
Billard, and Crown names. 



Optional Discussion Topics 

Notice that the items to be filed 
are labeled with people's names. 
What part of speech are proper 
names? 

Do you think all files are labeled 
with proper names? 

ito. Think of library files for 
example. They contain cards filed 
by subject . 

Do you think the labels on most files 
are NOUNS? Why? 

Yes, Nouns name things j and in order 
to find items in a file^ we must label 
them with naming words; i.e. 3 nouns. 



FILING ADDRESS RECORDS 



A secretary keeps a record of the nanes, addresses, and 
telephone numbers of people the secretary or employer may 
need to call or write frequently. 



In preparing address files, the secretary writes 
or types the nafres, addresses, and telephone nunbers 
on small cards, always pUcirg the last ndne first 
as shown below. The c^rds are then olaced Jilphabeti- 
cally in an address file which is generally kept in 
the desk. 

INSTRUCTIONS: Below are three new cards that have been 
prepared for the address file. Sho^ where you would 
place these cards in the file at the right by printing 
the names in the file at the proper place. 



Billard, Thortias P. 
821 Dover lane 
Denver. CO 80217 

Telephone: 333-8021 (Home) 
667-5888 (office) 



I Crovn, :Lirlcng M. > 



Alpert, June A. 
2230 Lakeside DrKe 
Chicago. IL 60612 



Tele. 



(312) 480-5771 (Heme) 
675-2940 (Office) 



I Colcoan, Florence 



Soswlck, (arolvn Sue SfH i 



C«c»cr. Bertr«n<i 5. 



Albert. Wlnfrod R. 



Crown, Millard B. 
415 Aspen Circle 
Denver, CO 80219 

Teleptone: 794-3515 (Hone) 
665-6666 (Office) 



'1 



Abhott, Thor.Ti 



ADDRESS FILE 
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CHECK: 

The fourth item is the best way 
to announce the visitor. Why? 

It gives the most complete in- 
Jbrmtion to the employer about 
the visitor^-her first and last 
name, as well as why she is there. 



Optional Discussion Topics 

. Why is it important to Mr. Lacy 
to know Miss Alexander's first 
name? 



ANNOUNCING VISITORS 



A secretary Announces clients or other callers to the 
employer, telhng who the callers *re and, if possible, 
the purpose of their visit. 



A woman cones into your office, introduces herself 
*s Miss Maria Alexander, and asks to see \\r. Lacy 
•bout the opening for a news announcer. 

INSTRUCTIONS: Show how you would tell Mr. Lacy 
of Miss Alexander's arrival by placing a check 
nark (;/^ in the blank before the nost appropriate 
Item below. 



^l. Miss Alexander is here to interview for the news announcer 

^ opening, Mr. Lacy. 

?• ^ woman is here to interview for the news announcer opening, 

Mr. Lacy. 

3. Soneone is here to interview for the news announcer opening 

Mr. Lacy. 

J^_4. Miss Maria Alexander is here to interview for the news 
announcer opening, Mr. Lacy. 
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CHECK: 



Pronouns should be corrected as 
shown in the news release at the 
right. Discuss the reason for 
each correction 



Optional Discussion Topics 

. Discuss with students whether they 
enjoy editing material written by 
others. 



EDITING fWNUSCRIPTS 



A secreUry edUs minuscripts written or dictated by the 
eaiployer, correct inc; <jrdrr>ar. punctuation, and spelling 
errors. 



Below is < news item that Mr. locy dictates to you. 
He asks you tc edit and correct any errors the news 
item might contain before sending it to the local 
newspapers for publication. 

INSTRUCTIONS: This news itcn contains four pronoun 
errors. See if you can find and correct these errors. 



NEWS REIEASE-March 20. 197- 

Alice Gordon. appears with Randy Phillips each morning 
on the WOBV TV show "Snail Talk" will soon leave the show to 
Join a new NOC network series in New York City. On yesterday's 
show. M'». Gordon announced that an anrocnent has been reached 
between NBC and for the new series. 

In announcing her departure frc-n "Sr'all Talk," Ms. Gordon 
noted that Randy Phillips and bet had worked together at KOBV 
since 1969. 

Richard Hal lory, production r^nagor for WOBV. said that 
Srsall Talk will contjruc as a daily Show, but no decision has 
been nade as to wMn will replace ,Ms, Gordon. 



oOo 
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Simulation Page 6 



The purpose of the questions 
on page 6 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
^explored in this simulation. 

Encourage students to talk 
^about their own likes and 
"dislikes and about the things 

they think they would like 

and dislike about this 

occupation. 

Work with the business and 
office resource teacher to 
identify resources for 
interested students to use 
in exploring this occupation 
in greater depth. Also> work 
with the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 




vooio I u« THIS 7TPL or mim 

1. Check the 4Ctfvi:fcs below tMt you enjoy d^lng: 

Ukin^ dlctition (Co yoM iJkc to UKn notes in cUss?) 

f IHnq ictt<rs (Co yow keep you'v not^s In «1pMbetU4l 
ordfr?) 

_aniouncJnq visitors (Oo yoj like to r4ke *r*rc4uCt!ons?) 

p Jkt^'i iPPolrl.-:en;s (Oo yoy naicr nolc^ of your 
jppolnt^CfttS?) 

editing wnustrfpts (Oo ycj like to rc4d 4nd correct 

whJl ether people >*rlte?) 

2. C*n you think of in> oV^r <jj»,tcs th^l J secretary olght pcrfom? Mh*t *re 
they? 



3. Do you think you would Hie to be a secretary? . . 
Vhy7 



4. WhJt other Jobs Un yOj iHink of jn vhlch people ds jcttvUlcs $<ollar 
to those done b/ J SCJrctjry; 



vision "1, J M f'' 

SC^<'o1 , »' ii«*r, jr«-3 f » 

plJy*. K 0». riol 4 ■,'>00 » ■ 

tJrry t^^i i t»>l''j i'/^r 

Mini it I' - .r % 

htS tMrd ♦''^ f > J • 

i CUsS of U .JU K 4rJ f**!/ 



r 



"So few JO '•n'O 'rt ■.♦r ' »! J^t? , ' l4»^r.v ^nti '"^■JI « 1^/ I ll<* 
ne who Is viUlfJ ".0 fc^ri ^jfj rc^iJ* ^ri> 4S J S^s.*^' ? try . * 

Ijrry fot '~'"'ter ' ^^r '.'^ lir/' »^rk in ulrrfl'.lC, if*>'I 
Just dccidri :^ t4*i' I ti"^r.r\ i,ir >i \ ».^jM r i f*r',» r^tc 

secretary 4 t**10vl',lcr, ".'.^t Af»*r -^j^ S'"'^'^^! t iOk 'f" 

TV IS secret^'/ t-S "'^ l»'C/. ^tUn'-^ru^r fCr -re '^tatm. 

He Is n-^w ¥0r> ►irrv V'^ m 4 telc/ittcn ^'.anc^ 
eicitlrj th'' 3^ 4r^ "VP* > J fc »s d;J>irt9 th( k^M of ^'k rt4lJy 
enjoys. 
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BACKGROUND INFORMATION ON SECRETARIES 

The scoretary performs many of the administrative office tasks necessary 
to every type of organization. Perhaps the most important aspect af cc secre- 
tary's Job involves communicating — typing letters and memorandums j composing 
routine correspondence j giving and receiving information over the telephone^ 
securing information from and providiiig information to clients and visitors^ etc. 

The duties of secretaries vary^ but nearly all fully qualified secretaries 
perform the following tasks: 

. opening and processing mail 

. taking dictation i 

. transcribing dictation from shorthand notes or machine dictation 

. answering employer's telephone when he is busy or away from the office 

. relieving employer of routine administrative details 

. making appointments and reservatioiis for employer 

. communicating with clients^ customers^ and visitors 

. recording^ filing^ and retrieving information 

. duplicating or photo-copying records^ reports^ and correspondence 

. typing on forms such as invoices^ purchase orders^ and others 

Some secretaries also supervise other office personnel^ gather reference 
materials for employer^ perform simple bookkeeping duties^ and atterid meetings 
with the employer in order to take notes. 

The successful secretary is poised^ alertj and even-tempered. The secre- 
tary shmld not gossip about office matters and must not discuss confidential 
information. Generally^ employers look for the following background and 
abilities when considering a prospective secretary: 

. high school diploma 

. secretarial training (post-high school secretarial training may he required) 
. ability to use standard English and to spell correctly 
. typing^ shorthand jand transcription skills 

. experience either as a full-time secretary or as a work-study student 

performing secretarial duties. 
. good references from previous employers^ teachers and supervisors 

Some secretaries specialize in a particular field. For example^ a secre- 
tary mighty i:iih appropriate training and/or experience^ be classified as a 
legal secretary j medical secretary j or scientific secretary. 

Secretaries have their own professional organization — 'The National 
Secretaries Association. Also^ by passing a rather rigorous testj a secretary 
may become a *^Certified Private Secretary . " 

Currently^ over 2 3/4 million secretaries are employed in the United States. 
Although most of these secretaries are women j male secretaries are found in many 
organizations. 

The ivnbitiouSj well-qualified secretary may advance to the position of 
office manager andj with additional training and education^ may move into 
other management positions. 
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SRiDEm* MATERIALS 



Following is a six-page "Secretarial Job Simulation" 
which is to be duplicated, collated, and stapled into 
packets for student use. 

The simulation contains typical activities performed 
by a secretary and requires students to make decisions 
regarding noun and pronoun usage. 

The teacher's key and discussion guide for the 
simulation are found on the preceding pages. 
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UNIT 1 
WORKING AS A SECRETARY 

You are substituting today for Larry Nash, secretary to the 
promotion manager at WOBY TV studios. As a secretary, your duties 
will include. . . 




^^ Editing manuscripts 



If you would like to know more about Larry Nash, v/hose place 
you are taking today, read the information at the bottom of page 6. 

When you are ready, or when the teacher tells you, turn the 
page and begin your work as a secretary. 



(Simulation Page 1) 
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TAKING DICTATION 



A secretary takes dictation and transcribes the 
material dictated, making corrections in the copy 
as necessary. 



Allen Lacy asks you to come to his office to 
take some dictation. He dictates a short 
memorandum to you. Your teacher will dictate 
Mr. Lacy's memorandum. 

INSTRUCTIONS: As the teacher dictates, write 
what is dictated on a blank sheet of notebook 
paper. Then read through what you have written 
and make any changes that would make the message 
read better. ( Note: You should change some 

nouns to pronouns in the second and third 

sentences to make the manuscript reaq Detter. 

When you have made all changes you think are 
needed, neatly rewrite the message on the 
memorandum form below. 




TO: 



MEMORANDUM 



FROM: 



SUBJECT: 



DATE: 



(Simulation Page 2) 
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FILING ADDRESS RECORDS 



A secretary keeps a record of the names, addresses, and 
telephone numbers of people the secretary or employer may 
need to call or write frequently > 



In preparing address files, the secretary writes 
or types the names, addresses, and telephone numbers 
on small cards, always placing the last name first 
as shown below. The cards are then placed alphabeti- 
cally in an address file which is generally kept in 
the desk. 

INSTRUCTIONS: Below are three new cards that have been 
prepared for the address file. Show where you would 
place these cards in the file at the right by printing 
the names in the file at the proper place. 



Billard, Thomas P. 
821 Dover Lane 
Denver, CO 80217 





Alpert, June A, 
2230 Lakeside Drive 
Chicago, IL 60612 



Boswick, Carolyn Sue 



Tele.: (312) 480-5771 (Home) 
^ 675-2940 (Office) 



Becker, Bertrand B, 





>Vbbott, Thomas B. 



Crown, Millard B. 
415 Aspen Circle 
Denver, CO 80219 



Telephone: 794-3515 (Home) 
665-6666 (Office) 



ADDRESS FILE 




(Simulation Page 3 
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ANNOUNCING VISITORS 



A secretary announces clients or other callers to the 
employer, telling who the callers are and, if possible, 
the purpose of their visit. 



A woman comes into your office, introduces herself 
as Miss Maria Alexander, and asks to see Mr, Lacy 
about the opening for a news announcer. 

INSTRUCTIONS: Show how you would tell Mr. Lacy 
of Miss Alexander's arrival by placing a check 
mark ly) in the blank before the most appropriate 
item below. 



1. Miss Alexander is here to interview for the news announcer 
opening, Mr. Lacy. 

2. A woman is here to interview for the news announcer opening, 
Mr. Lacy. 

3. Someone is here to interview for the news announcer opening, 
Mr. Lacy. 

4. Miss Maria Alexander is here to interview for the news 
announcer opening, Mr, Lacy. 



(Simulation Page 4) 
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EDITING MANUSCRIPTS 



A secretary edits manuscripts written or dictated by the 
employer, correcting grammar, punctuation, and spelling 
errors. 



Below Is a news item that Mr. Lacy dictates to you. 
He asks you to edit and correct any errors the news 
item might contain before sending it to the local 
newspapers for publication. 

INSTRUCTIONS: This news item contains four pronoun 
errors. See if you can find and correct these errors, 



NEWS RELEASE--March 20, 197- 

Alice Gordon, whom appears with Randy Phillips each morning 
on the WOBY TV show "Small Talk** will soon leave the show to 
join a new NBC network series in New York City. On yesterday's 
show, Ms. Gordon announced that an agreement has been reached 
between NBC and she for the new series. 

In announcing her departure from "Small Talk," Ms. Gordon 
noted that Randy Phillips and her had worked together at WOBY 
since 1969. 

Richard Mallory, production manager for WOBY, said that 
Small Talk will continue as a daily show, but no decision has 
been made as to whom will replace Ms. Gordon. 



oOo 
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WOULD I LIKE THIS TYPE OF CAREER? 

1, Check the activities below that you enjoy doing: 

t aking dictation (Do you like to take notes in class?) 

" f iling letters (Do you keep your notes in alphabetical 
order?) 

announcing visitors (Do you like to make introductions?) 

making appointments (Do you make notes of your 

appointments?) 

editing manuscripts (Do you like to read and correct 

what other people write?) 

2. Can you think of any other duties that a secretary might perform? What are 
they? 



Do you think you would like to be a secretary? yes no 

Why? 



4. What other jobs can you think of in which people do activities similar 
to those done by a secretary? 



Larry NaSh, secretary at WOBY TV studios, has always found tele- 
vision exciting, and he often dreamed of being an actor on TV. In high 
school, however, he found he did not really enjoy acting in his class 
plays. He was not a good actor. 

Larry took a typing course in his first year of high school and really 
liked it. The next year he took a shorthand course along with typing. In 
his third year he took a secretarial course and v/as near the top of his class-- 
a class of 17 girls and only 2 boys. 

"So few men go into secretarial jobs," tarry thought, "that a guy like 
me who is willing to work hard can really get some place as a secretary." 

Larry had not gotten over his desire to work in television; he had 
just decided to take a different approach. He would become a first-rate 
secretary at a television station. After high school he took some sec- 
retarial courses in the community college and soon landed a job at WOBY 
TV as secretary to Mr. Lacy, promotion manager for the station. 

He is now very happy. He loves working in a television station where 
exciting things are happening. And he is doing the kind of work he really 
enjoys. 



(Simulation Page 6) 
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UNIT 2 

HOW A RECEPTIONIST uses VERBS 

ON THE JOB AT A TELEVISION STATION 



PURPOSE 

The purpose of this unit is to help students reinforce their knowledge 
of standard verb usage (subject-verb agreement; verb tense) while acquaint- 
ing them with the type of work performed by a RECEPTIONIST. 

MAJOR ACTIVITY 

The major activity in this unit is a six-page simulation of the work 
performed by Brenda Allen, a receptionist employed by a television studio. 
The simulation contains activities typical of those performed by recep- 
tionists in any organization, and each activity requires students to apply 
their knowledge of standard verb usage. The suggested procedures for 
administering the simulation are as follows: 

Before class begins : 

1. Duplicate enough copies of the simulation packet (white sheets at the 
end of this unit) to provide each student with a copy. 

2. Read "Background Information on Receptionists" on page 30. 

During class: 

1. Distribute the simulation packets, reading and discussing the first page 
with students. Suggested discussion topics are given in the teacher's 
key which begins on page 24. 

2. Ask students to complete pages 2 through 5 of the simulation. While 
they do this, you may wish to read through the teacher's key. 

3. When students have finished the first five pages, go through the simu- 
lation with them. Check answers and discuss verb usage and the other 
topics shown in the teacher's key. 

4* After checking the simulation exercises, have students turn to page 6 
of the simulation packet to answer the questions and discuss the topics 
at the top of the page. 

5. If time permits, use one or more of the discussion topics or activities 
listed on the following page to conclude the unit. 
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OPTIONAL ACTIVITIES 



Matching Activity : Page 23 contains an activity that requires 
students to match words and numbers on one list with those on 
another list. Duplicate enough copies of the matching exercise 
to give each student a copy. After students have worked through 
the activity, check their answers, using the key below. In a 
discussion, develop the idea that both as workers and consumers 
we must often compare information for correctness, (Examples: 
comparing a sales slip with the price tag on a garment; comparing 
the price of a meal on a menu with the price the waitress writes 
on the bill; comparing checkbook balance with bank balance when 







Matchinq Activity Key 






1. 


X 


6. w 


. 11. 


0 


2. 


u 


7. z 


12. 


e 


3. 


a 


8. q 


13. 


t 


4. 


h 


9. r 


14. 


y 


5. 


i 


10. f 


15. 


k 



Have students select a "class receptionist When visitors or student 
messengers come to the classroom, the receptionist will be responsible 
for greeting them, discovering the purpose of their visit, and (if 
appropriate) introducing them to the teacher or class. The receptionist's 
job might be rotated among the class members every week or two. The 
class or a class committee should develop a job manual for the class 
receptionist. The manual would explain how to greet visitors, how to 
introduce visitors, and how to take messages for the teacher or other 
class member. 

Ask students whether they think receptionists are generally men or women. 
If most students answer women^ develop the idea that while this is true 
today, work stereotypes are rapidly changing and men are now going into 

jobs previously held primarily by women. Ask students to give some ex amolp*; 

{Po88%ble examples include: WOMEN truck drivers, mail carHers, taxi-cab 

dr^vers, airline pilots; MALE nurses, airline stewards, telephone overators, 
secretartes, etc.) 

•Ask students whether they think a secretary has more or less responsibility 
than does a receptionist. [Secretary has more, generally) Ask whether a 
secretary makes more or less money than a receptionist. (Secretary makes 
more money, generally) Compare receptionists and secretaries in other 
ways—which one is most likely to meet many people; which one is most likely 
to have varied duties; j^nd so forth. 

" ?pnrJ^pnt.*J?T volunteers to act out the following situation which is 
D?ain tK^ c tlS- that a receptionist might encounter. Ex- 

thP r rwn ! *f J° the two students and allow them time to work up 
their own dialogue. After students have acted out. the situation, en- 
courage other class members to discuss the strengths and weaknesses of the 
way in which the receptionist handled the situation. Ask students to des- 
cribe how they would have handled the situation had they been the receptionist. 



SITUATION: Dealing with cm anaru caller . 



A woman (Student 1) calls WOBY TV and berates the recep- 
tionist (Student 2) because she, the woman, does not 
like the programs being shown on WOBY TV. The woman 
talks on and on about the poor programs. The receptionist 
wants to terminate the conversation as quickly as possible 
without offending the woman caller. How should the re- 
ceptionist handle the situation? 



(One way the receptionist might handle the sitiuxtion is to tell 
the caller that the studio would appreciate receiving a letter 
from her explaining what she does not like about the program and 
suggesting the kinds of programs she would like.) 

After the situation has been acted out, develop with students the 
idea that people can often deal most effectively with others who 
are angry by showing concern for the cause of their anger. Ask , 
students to tell about times they have been angry and other people 
have made them more or less angry by the things they said or did. 

6 Call your local telephone company educational representative and arrange 
for a "tele-trainer** to be installed in the classroom for a day or two. 
The tele-trainer consists of two phones connected through a switch box 
so that students can take turns placing calls, answering calls, and 
talking with one another over the tele-trainer phones. Develop a 
"telephone etiquette" unit to be used as a tele-trainer activity. 

FIEU) TRIP: 

... to a local radio or TV station to observe the complete operation 
of a station and learn more about communications careers, in- 
cluding the job of receptionist. 

... to any local business or manufacturing firm that employs a 
receptionist to learn more about the work performed by a 
receptionist. 

(See Field Trip Guide in Appendix for field trip procedures.) 

... a receptionist from a TV or radio station. 
... a receptionist from any local firm. 

... an employee in any occupation that students are interested in 
at a radio or TV station. 

(See Into.rview Guide in Appendix for procedures on conducting a group 
interview^ ) 

ADUITIONAL OCCUPATIONS IN HE OMJNICATIONS INDUSTP.Y 
THAT STUDEMTS mi WISH TO EXPLORE: 

(See Optional Activities section of Unit I) 

.35 
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THE MATCHING GAME 

Many workers, such as receptionists, general office workers, secretaries, 
ticket agents, and others spend much time matching one word with another 
or one set of numbers with another. See how well you can match words 
and numbers by reading each item in Column A below and placing in the 
blank the letter from the matching item in Column B. 
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1. 


291-7981 


a. 


834-5432 


2. 


occasionally 


b. 


paralell 


3. 


834-5432 


c. 


occassional ly 


4. 


Jacob Dirkson 


d. 


834-4532 


5. 


$79.89 


e. 


291-7891 


6. 


parallel 


f. 


$79.98 


7. 


commitment 


g- 


86-57-843-6455 


8. 


$54.45 


h. 


Jacob Dirkson 


9. 


advise 


i . 


$79.89 


10. 


$79.98 


j. 


advice 


11. 


86-57-843-6545 


k. 


334-766-8358 


12. 


291-7891 


1. 


$54.54 


13. 


breath 


m. 


breathe 


14. 


dessert 


n. 


committmeni: 


15. 


334-766-8358 


0. 


86-57-843-6545 






P- 


Jacob D. Dickson 






q- 


$54.45 






r . 


advise 






s. 


desert 






t. 


breath 






u . 


occasionally 






V. 


334-766-8538 






w. 


parallel 






X. 


291-7981 








dessert 








commitment 



UNIT 2 
TEACHER'S KEY 



Simulation page 1 



Go over page 1 of the simulation 
activity with students, 

a. Ask students whether they 

are acquainted with any people 
who are receptionists. If so, 
ask whether they think that 
the receptionists they know 
really do the types of things 
described here. 



Ask students to describe 
other types of work performed 
by the receptionists they 
know and the organizations 
in which they work. 



In a discussion develop the idea 
that a receptionist: 

a. must be well groomed, 

b. should enjoy meeting 
people. 

c. should use standard English 
in speaking clearly and 
precisely* 

d. must be pleasant and courteous. 

e. should screen callers and 
visitors. Emphasize that 
employers often can not 

or do not want to — receive 
all callers. 



mj z 

WORKIKG AS A RtCEPTIOHlST AT A TEltVISIOM SIATIOH 

,».fM*^*^^^rf,f """'^ " ^ receptionist in « tcl^viJlon 

€ .I? ererKJj Allen. 4 pcccptionut n the WOM W studios 
IS jnd you jre Qoin^'to uvt her p!*cc for tf c «Jjy. 

Your prlmry duiies as 4 receptionist will Involve. . . 




Amshering the Teuphone 




2. Takikg Tcssages 





3. Greeting Visitors and 
Making Appoikthents 



^. Editing and Typing ^t^TERrAL 



(SinuUtfon Faie 1) 
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Simulation page 2 
CHECK: 

The preferred answers are checked 
in the illustration at the right - 
and shown below: 

Standard English usage requires: 



A(/L. h\aLton,y do2Jin^t 



We 4ee 
Optional Discussion Topic 

. It is good business practice 
to answer the phone by saying 
the name of the company. V/hy? 

. Discuss the types of informa- 
tion one should be sure to ask for 
when taking a message from a 
caller name, complete telephone 
number, message, and so forth. 



ANSWERING THE TELEPHONE 

As you arrive 4t work at 7:50 a.m. the telephone rings. Show how 
you wuld answer the telephone and what you would say during the 
conversation by placing check narks {^) in the blanks provided. 

Tstwphcn^ ringo . . . 

Xqiu Hello. 

\/ G ood Morning, WOBY TV. 

CallT! This is Larry Mason. Hay 1 speak with Oick .'tellory? 

Ifflii I am sorry. Mr. Mai lory doesn't arrive in his office 

until 8:30 a.m. 

I am sorry, Mr. Hal lory don't arrive in his office 

until 8:30 a.tn. 

Celler: I am supposed to cjeet with him this morning, but I don't 
r6r,efflber what time. Can you tell ne when I'w expected? 
I may need to change our meeting .to this afternoon. 

(Tou^ chMck Hr» Haltory't calendar) 

You; We was expecting you at 11 a.n., but Mr. Hal lory could 

see you at 3:30 this afternoon if you prefer. 

y^W e were expecting you at 11 a.m.. but Hr. Mai lory could 
see you at 3:30 this afternoon if you prefer. 



You; 

Ciller; 



Just leave it as it is; eleven o'clock is ok. 

We will $ee you at eleven, then. 

Fine. We see you at eleven, then. 

Thank you. Good bye. 



# 
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Simulation page 3 



CHECK : 

Students should have used the 
correct verb form (Dave Owens 
doesn't or does not) in the 
messages they wrote. Read 
aloud the handwritten infor- 
mation on Phone-O-Gram at the 
at the right so students can 
check their forms. (Messages 
may vary, but correct verb 
forms should have been used.) 



Optional Discussion Topics 

. Mr. Ackerman used a verb v/hich 
does not agree with its sub- 
ject in number. Ask students 
to find the verb, {don^t) 

Explain that many times 
people use verbs when 
talking informally that 
are not standard English. 
When writing messages^ how- 
ever y it is ^ood business 
practice to write the message 
in standard English, A 
receptionist who does not 
use standard English will 
generally not keep a job 
long, 

, The receptionist in the conver- 
sation at the right repeated 
the telephone number that Mr, 
Ackerman gave. Discuss with 
students the reason for this, 

(Hr^^rpl JonL-s! repeated the 
nianhcv be sure it had 
bcnx written down correctly; 
it ie easy to make an error 
in writing numbers,) 



TAKING A MESSAGE 

The telephone nngs at ten minutes after eight in the norning. You answer 
the phone, and the conversation goes as follows: 

You I Goo'd morning, WOBY TV. 

Uller ; This ts Ackennan over at Classic Productions Corporation. 
Let me speak to Al lacy, please. 

You : I'm sorry, Mr. Lacy will not be in his office until 8:30 
this morning. May I take a message or have him return 
your call, Mr. Acken^an? 

Caller : Just tell him I called to say that Dave Cwens don't have 
the new contract ready, t>jt he will have it ready tomorrow 
morning. 

You : I'll give him that nessaQc as soon as he cones in. Hay I 
have your telephone number tn case Hr. Lacy needs to con- 
uct you? 

Caller : It's 784-2S50. 

You; That's 784-a550? 

Caller : Right. 

You; Thank you, Mr. Ackerrnan. I'll give Mr. Lacy your message. 
Caller : OK, thanks. Good bye. 

Based cn ycur conucrsaticn Hth ."r. A^l'U*f^TL*r, fill in th-' foiiovi^iQ 
tolaphone n^Mt^ior f^m t:hi::n /.rt }< .Vr. //7'-'«/. /*# a 

r$ceptioni9t, j^^u should jr»o i^rrrc^t vci'i f^inz vritin? the 
mae»agt oven thou;)h Wr. A ^kct^'in ruj not tijvc u. *^ cutj'ifiard vevb 
fom» in hio tal^phon* conversation. 
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Simulation page 4 



CHECK : 

Answer B is correct s Ask 
students to explain why. 

"it doesn't" is required 
for subject-verb agreement 

"arrive" is a better express- 
ion to use than "get here", 
(However, "get here" is not 
incorrect usage. ) 



Optional Discussion Topics 

. Discuss the reason for writing 
Ted Roger's name on the calendar. 

Reason: So receptionist won't 
forget and give someone else 
an appointment for the same 
time. Also J so that Mr. Lacy 
xoill know that Mr. Rogers is 
Qoming to see him. 



HIKING AN APPOINTMENT 

The telephone rings and a man named Ted Rogers asks to make an appointment 
to see Mr. lacy this afternoon. Review the conversation below and do what- 
ever is necessary. 

You : Good Horning, WOBY TV. 

Caller ; This is Ted Rogers of the Daily Kgws . Mr. Ucy asked me to 
stop by to talk with hin sometime this week. I am free this 
afternoon and would like to make an appointment to see him 
sometime after one o'clock if possible. 

(took at oalendar to f«c vhtn Mr. lactt t« /r««^ 

You ; Mr. Lacy is free at 2:30 this afternoon. Would that be a 
convenient time for you? 

Caller ; Yes, that would be fine. 

(float Hr* Rogtr't nam on thg calendar) 

teit a moment. I just remembered I have another appointment at 
2.00 this afternoon, so I may not arrive there until 2.35 or 2.40. 
Will that matter? 

(Chsok uhich of tht^ following anrjert you would give to Mr. Roger* and 
6«. prtpand to explain your answ r, ) 

No, it (5on't) natter, Mr. R ogers, I'll explain to 
Mr. Lacy that you may not(grt her^until a few minutes 
after 2;30. ^ ^ 

No, it doesn't matter, Hr.* Rogers. I'll explain to 
Hr. Lacy that you may not arrive until a few minutes 
after 2:30 p.m. 



You; 



Answer A 

□ 

Answer 8 

0 



OrtlLY APPOINTMENT CALENDAR 

Atltji lac^ 
1« 



9m }UiA Ktkuu ol wm_. 

• JO 



ti€»_ Luncfe a.t Civic Ci 




im ^ - 

116 Raiuft/ Bcii}tn'Acto\'*OiiUd_ 
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Simulation page 5 



CHECK : 

Verb usage errors should have 
been corrected as follows: 

. .work days and work week 
are 

. .factors. . . determine 
. .purpose. . .21 
. .seminars will be conducted 
. .seminars are 

Optional Discussion Topics 

. Explain that although not 
all receptionists are given 
manuscripts to edit, most 
are expected to type and, 
when typing, to correct any 
verb usage or other errors 
in the materials they type. 

. You may wish to discuss 
what leisure time means and 
the idea that many people 
become bored when they have 
time on their Jiands because 
they have few hobbies or 
interests. 



EOITING 
Rcadinj to fitid Kvrov 

Mr. Kallory, program director for KOBY TV, sends the following manuscript 
to your desk. Proofread th« manuscript as Mr. Mai lory asks in his hand- . 
written note at the top of the page. 

INSTRUCTIONS: Vrca: a single ttt^^ thvcugk Cstch grarrntioal error 
and incite t <» correction above the ci*rcr. 



Htxt '<^ an ii^m iLtttd b,j ^tad^nt x<ipcfUt£A, J-on Ma\;jan ^ofi a4c 
on ca\ TV announcements today. Ptccac jyioclxMd it qo^ g\a/rtfKLtica( 
tAAO\^ " tAptclxtttf ^OA. CAXoXA v€«6 inai^t'-and mafcc any nccci^oAi/ 

P-ccfe f^UUZcxy 
NEW LEISURE TIME SE«i:WR ANNOUNCED 

George Greer of Conmjnity College announced today that 

two "leisure-time" seminars wjll be offered during the next 

school term. Hr. Greer s*y-' people have more leisure tine than 

ever before and indications are that the amount of leisure time 

people have will continue to increase as work days and the work 

week ir shortened. He also say three factors, income, interests, 

and amount of leisure, tft termm es how one can best use leisure time. 



The purpose of the leisure tine seminars to help people plan 
leisure-time activities that will lead to full and >>zpt>y lives. 
The seminars will be ««w***cl by Randy Holmes and Alice Brown, nation- 
ally recognized specialists in recreation and leisure-time activities. 
Registration for the seminars will be held in the Community College 
audi tor iu(T^ from 5 to 8 p.m. next Monday. The seniinars 4^ open to 
anyone in the community, and the cost is $5 per person. 

S ubn i 1 1 cd by : Jir* hicK<ian , h tudtnt xepc x 



Line 
1 

2 

3 

4 

5 

6 

7 

8 

9 
10 
11 
12 
13 
14 
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Simulation Page 6 



The purpose of the questions 
on page 6 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
explored in this simulation. 

Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify resources to which 
students who are interested 
in this occupation can go 
to explore the occupation 
further. Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 



MOULD I LIKE TO GE A RECEPTIONIST? 

Do you think you would like to be a receptionist? If most of your 
answers to the following questions are "yes/ chances are you would enjoy 
being a receptionist. 



K Do you like to neet new people, rather than spending nearly 
all your time with a few friends ycu know well? 

2. Do you enjoy writing short notes and taking down messages for 
people? 

3. Oo you like to edit vhjt other people have written; that is, do 
you enjoy reading ano correcting what other people have written? 

4. Do you nake notes to yourself about things you want to do or 
people you plan to see? 

5. Oo you like to dress up? Would you like to work in a job where 
you have to dress neatly and wear stylish clothes? . . 

6. Do you enjoy talking over the telephone even to people you don't 
know well? 



. yes no 

. yes no 

, yes no 

yes no 

yes no 

yes no 



W?uW you like to kn^'.^ f^or*? ihyut Brenda Allen, the re<.'epticniot vkooe 
placa you tc<?k toX^j at WOBY TV? If »o,r^^A balcw: 



Brenda is a general receptionist at the W08Y lY studios. She 
is happy to be a receptionist at WGBf TV because she looks on the 
job as a way to -get her foot in the door" of the television in- 
dustry. She goes to school nights and weekends to study model ing 
and. acting, and she hopes sone day to be a television actress or 
to model on TV. 

As a receptionist at a TV studio, Brenda /ne^its a lot of impor- 
tant people, Soneday some of these people tiay help her get started 
in a TV career, 

erenda always tries to be polite and efficient in her job. She 
knows that people are watching the way she does her work. 

"I don't plan to work as a receptionist forever," Brenda says, 
"but while I am here I want to be the best receptionist ever and if 
I don't become an actress or a model, I could work as a receptionist 
forever and be very happy.** 
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BACKGROUND INFORMATION ON RECEPTIONISTS 



The business office in nearly all organizations has a receptionist 
or a designated employee who performs the duties of a receptionist. The 
receptionist^ in greeting visitors and clients and answering the telephone^ 
provides a vital link between the organization and the public. The recep- 
tionist who provides efficient and courteous asrsistance to visitors and 
callers fosters good will for the organization and is therefore a real asset 
to the organization. 

The duties of a receptionist vary from one organization to another^ but 
practically all receptionists perform the following duties: 

.Attend front desk and answer the telephone 

.Greet and announce callers 

.Schedule appointments 

.Keep current file on clients' namesj addresses^ and telephone 
numbers 

.Answer routine questions and inquiries about the organization 
.Use reference materials as necessary to answer questions 
Generally^ the receptionist is pleasant^ courteous^ and efficient; has 
a clear and precise manner of speaking; uses Standard English in communicating 
both orally and in writing; writes legibly; types accurately; and edits 
material to be typed for grammar y punctuation ^ and spelling. (In some 
offices^ however^ the receptionist is not required to type or edit materials.) 
Often the only employment requirements for receptionists are a high school 
diploma and the characteristics mentioned above. 

Currently y over ZOOyOOO receptionists are employed in the United States^ 
and each year through the 1970 's an estimated 23^000 new jobs tyill become 
available. Approximately 95 percent of all currently employed receptionists 
are women^ but more men may enter this career field as Job stereotypes change. 

Though generally receptionists do not earn a very large salary (some-- 
what less than quxilified secretaries) ^ taking a Job as a receptionist is 
one way to get into an organization. Once in the organization^ a receptionist 
might meet people who can help him or her move into other types of Jobs in 
the organization. 
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STUDENT miERIALS 



Following is a six-page "Receptionist Jot Simulation*' 
which is to be duplicated, collated, and stapled into 
packets for student use. 

The simulation contains typical activities performed 
by a receptionist and requires students to make de- 
cisions regarding verb usage (subject-verb agreement 
and verb tense). 

The teacher's key and discussion guide for the simulation 
are found on the preceding pages. 
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UNIT 2 

WORKING AS A RECEPTIONIST AT A TELEVISION STATION 

Today you are going to work as a receptionist in a television 
station. Brenda Allen, a receptionist at the WOBY TV studios 




4, Editing and Typing Material 



CSi»Mlat1on Page 1) 
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ANSWERING THE TELEPHONE 



As you arrive at work at 7:50 a.m. the telephone rings. Show how 
you would answer the telephone and what you would say during the 
conversation by placing check marks (^) in the blanks provided. 



Telephone rings . ♦ . 
YflJU Hello. 



Good Morning, WOBY TV, 



Caller: This is Larry ffeson. May I speak with Dick Mallory? 

You: I am sorry, Mr. Mallory doesn^t arrive in his office 

until 8:30 a.m. 

I am sorry, Mr. Mallory don't arrive in his office 



until 8:30 a.m. 

Caller: I am supposed to meet with him this morning, but I don't 
remember what time. Can you tell me when Tm expected? 
I may need to change our meeting to this afternoon. 

(You check Mr. Mallory calendar) 

Yoj: We was expecting you at 11 a.m., but Mr. Mallory could 

see you at 3:30 this afternoon if you prefer. 

We were expecting you at 11 a.m., but Mr. Mallory could 



see you at 3:30 this afternoon if you prefer. 
Caller: Just leave it as it is; eleven o'clock is ok. 

You: Fine. We will see you at eleven, then. 

Fine. We see you at eleven, then. 

Caller: Thank you. Good bye. 
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TAKING A MESSAGE 

The telephone rings at ten minutes after eight in the morning. You answer 
the phone, and the conversation goes as follows: 

You : Good morning, WOBY TV. 

Caller : This is Ackerman over at Classic Productions Corporation. 
Let me speak to Al Lacy, please. 

You : Tm sorry, .Mr. Lacy will not be in his office until 8:30 
this morning. May I take a message or have him return 
your call, Mr. Ackerman? 

Caller : Oust tell him I called to say that Dave Owens don't have 
the new contract ready, but he will have it ready tomorrow 
morning. 

You: ril give him that message as soon as he comes in. May I 
have your telephone number in case Mr. Lacy needs to con- 
tact you? 

Caller : It's 784-2550. 

You: That's 784-2550? 

Caller : Right. 

You: Thank you, Mr. Ackerman. Til give Mr. Lacy your message. 
Caller : OK, thanks. Good bye. 

Based on your* conversation with Mr. Ackerman^ fill in the following 
telephone message form which will be given to Mr. Lacy. As a 
receptionist^ you should use correct verb forms in writing the 
message even though Mr. Ackerman may not have used standard verb 
forms in hie telephone conversation. 
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Id) 



fin 



iruu 



for: 



M. 



.of. 



C) Telephoned ri Please return the call Q Will call again □ Came in □ See me 
Message: 



Phone" , 



, Dale 



.Time 



. By . 
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MAKING AN APPOINTMENT 



The telephone rings and a man named Ted Rogers asks to make an appointment 
to see Mr. Lacy this afternoon. Review the conversation below and do what- 
ever is necessary. 



You: 



Good Morning, WOBY TV. 



Caller ; This is Ted Rogers of the Daily News . Mr. Lacy asked me to 
stop by to talk with him sometime this week. I am free this 
afternoon and would like to make an appointment to see him 
sometime after one o'clock if possible. 

(Look at calendar to see when Mr. Lacy is free) 

You : Mr. Lacy is free at 2:30 this afternoon. Would that be a 
convenient time for you? 

Caller : Yes, that would be fine. 

(Place Mr. Roger ^s name on the calendar) 

Wait a moment. I just remembered I have another appointment at 
2:00 this afternoon, so I may not arrive there until 2:35 or 2:40. 
Will that matter? 

(Check which of the following answers you would give to Mr. Rogers and 
be prepared to explain your answer.) 

You: Answer A No, it don't matter, Mr. Rogers. I'll explain to 

Mr. Lacy that you may not get here until a few minutes 
after 2:30. 
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Answer B 



c 



No, it doesn't matter, Mr. Rogers. I'll explain to 
Mr. Lacy that you may not arrive until a few minutes 
after 2:30 p.m. 
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DAILY APPOINTMENT CALENDAR 

Attzn Lacc( 

1.-00 

tJO 



Attune o/{ WXBV 



930 



II n n 
10J0 , 



11:00 



n JO 



\2M Lunch at Civic. Club 

1:00 




2:00 L^ols of^ Asppn PMdiif^ . 

230 ^ 



3:00 



3J0 Randy Bouozn-Acto/i^^GulZd^ 

4K)0 ^ 

4 JO Aticz Paynt to dAJ>ca^6 
5^ ^^.^i^^cont/iac^ 




EDITING 

Reading to find Errors 

Mr. Mai lory, program director for WOBY TV, sends the following manuscript 
to your desk. Proofread the manuscript as Mr. Mallory.asks in his hand- 
written note at the top of the page, 

INSTRUCTIONS: Drcao a single line through each gramtatioal error 
and write the correction above the error. 

mm • . ^ , 

He^e i6 an itm ^ubmUtzd by 6tadQ,yvt Kd'pontdA. 3m lioKQm ^oK U4e 
on ouA TV announcm2,nt4> today. Vtoxua pioo^KOjad it ion, gnammcutlcal 
QAAou " upzciatiy {^ok qa/iou tn v2Ab (Uage— and mafee any mce^^oAy 
(ioHAQ,cZLoni> . 

Vlck lhatton,y 
NEW LEISURE TIME SEMINAR ANNOUNCED 

George Greer of Community College announced today that 
two "leisure-time" seminars will be offered during the next 
school term. Mr. Greer say people have more le.isure time than 
ever before and indications are that the amount of leisure time 
people have will continue to increase as work days and the work 
week is shortened. He also say three factors, income, interests, 
and amount of leisure, determines how one can best use leisure time. 
The purpose of the leisure time seminars are to help people plan 
leisure-time activities that will lead to full and happy lives. 
The seminars will be conduct by Randy Holmes and Alice Brown, nation- 
ally recognized specialists in recreation and leisure-time activities. 
Registration for the seminars will be held in the Community College 
auditorium from 5 to 8 p.m. next Monday. The seminars is open to 
anyone in the community, and the cost is $5 per person. 

Submitted by: JJjn Ihofiojan, ^tixdznt n,e,]Oont2A 
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WOULD I LIKE TO BE A RECEPTIONIST? 



Do you think you would like to be a receptionist? If most of your 
answers to the following questions are "yes^'* chances are you wuld enjoy 
being a receptionist. 



1. Do you like to meet new people, rather than spending nearly 

all your time with a few friends you know well? ^ ^ , yes no 

2. Do you enjoy v/riting short notes and taking down messages for 

.people? ... yes no 

3. Do you like to edit what other people have written; that is, do 

you enjoy reading and correcting what other people have written?^ yes no 

4. Do you make notes to yourself about things you want to do or 

people you plan to see? . . . yes no 

5. Do you like to dress up? Would you like to work in a job where 

you have to dress neatly and wear stylish clothes? . . . yes no 

6. Do you enjoy talking over the telephone even to people you don*t 

know well? . . . yes no 



Would you like to know more about Brenda Allen^ the receptionist whose 
place you took today at WOBY TV? If so^read below: 



Brenda is a general receptionist at the WOBY TV studios. She 
is happy to be a receptionist at WOBY TV because she looks on the 
job as a way to "get her foot in the door'* of the television in- 
dustry. She goes to school nights and weekends to study modeling 
and acting^ and she hopes some day to be a television actress or 
to model on TV. 

As a receptionist at a TV studio, Brenda meets a lot of impor- 
tant people. Someday some of these people may help her get started 
in a TV career. 

Brenda always tries to be polite and efficient in her job. She 
knows that people are watching the way she does her work. 

"I don't plan to work as a receptionist forever," Brenda says, 
'*but while I am here I want to be the best receptionist ever and if 
I don't become an actress or a model, I could work as a receptionist 
forever and be very happy." 



ERIC 



(Simulation Page 6)- 
37 



50 




UNIT 3 

HOW A fWIAGER USES ADVERBS and 

ADJECTIVES ON THE JOB AT A TV STATION 



PURPOSE 

This unit deals with a particular career-rrrthat of MANAGER in a TV 
station. The unit is designed .to reinforce the student's knowledge of 
adverbs and adjectives and at the same time acquaint the student with the 
occupation of manager. 
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MAJOR ACTIVIIY 

The simulation activities that follow this sheet present activities 
that a program manager at a TV station would encounter in his 'job. These 
activities acquaint students with some things a manager does that might 
involve using adverbs and adjectives correctly. 

Before Class Begins: 

1. Duplicate enough copies of the simulation packet (white sheets at the 
end of this unit) to provide each student with a copy. 

2. Read "Background Information of Managers" on page 47. 
During Class: 

1. Distribute the simulation packets, reading and discussing the first page 
with students. Suggested discussion topics are given in the teacher's 
key to the simulation which begins on page 41. 

2. Remind students to use colorful adjectives on simulation page 3. 

3. Ask students to complete pages 2 through 5 of the simulation. 

4. When students have finished the first five pages, go through the simulation 
with them, checking answers and discussing the topics shown in the teacher s 
key. 



5. 
6. 



After checking the simulation exercises, have students turn to page 6 
to answer the questions and discuss the topics at the top of the page. 

If time permits, use one or more of the discussion topics or activities 
listed on the following page to conclude the unit. 
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OPTIONAL ACTIVITIES 

Game; "What^s My Une? *^: The purpose of this game is to show students 
that managers are found in many types of organizations. To do this, 
either you or a- student will assume the»ro.le of .manager tn an orcjani- 
zation and students trt the class will try to find out what type of 
organization you manage. 

1. Divide the class into two teams. 

2. Each team is allowed to ask ten questions in an attempt 
to discover what type of organization you manage. (Teams 
should alternate in asking questions.) 

3. If the organization you manage is correctly guessed on the 
first question, the team that makes the guess receives 20 
points. With each additional question asked, the point 
value for a correct answer decreases by one point. 

4. If no team correctly guesses the type of organization after 
20 questions, no points are given for the game. Give the 
class the answer and start the next game. 

5. Keep score (you may want to appoint a scorekeeper) and the 
team with the most points after five games is the winner. 

6. After the entire game is over, discuss with students the things 
that all managers have in common, (For example, all managers 
supervise others, make decisions, plan operation of the organi- 
zation, etc.) 

Suggested organizations for which you may assume the role of manager 
are listed below. You may want to write them on cards and have 
students draw a,[thYd to tell for which type of organization they will 
assume the role of manager. 

Hotel or motel Ski resort . 

Marina McDonald's Hamburger Drive-in 

Football team Pet store 

Bookstore Bakery 

Motorcycle shop Shoe store 

Automobile dealer Grocery store 



Class Discussion ; Have students assume the role of office manager 
and discuss how they would handle the following situations. 

... A receptionist who comes into contact with the public begins 

wearing Levi's and a t-shirt to work. Since the company doesn t 
have a formal dress code, no one has ever mentioned standards 
of dress to her. You are afraid other employees will follow 
her example and show up at work not properly attired. How would 
you deal with this problem? 

. , , Leslie has worked for your company ten years and is one of your 
best workers, He is so efficient he often finishes his work 
ahead of schedule and goes to the other employees' desks and 
picks up their work to do. Some of these other employees have 
complained about Leslie being bossy and trying to run the place. 
However, since Leslie does more work than any two of them, you 
want to keep him happy. What actions could you take to remedy 
the situation? " .•r-> 
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. . . Sharon Stromberg, a secretary, calls in sick for the day but later 
that same afternoon you see her walking into the municipal swim- 
ming pooK What should you do? 

... A younc) high school st.udent works at the McPonald^s H«mlnircior 

Drive-in that you manage. You are very pleased with the student's 
work, but you have noticed that he is often 5-10 minutes late for 
work. To avoid having his pay docked for being late, he has another 
student clock in for him. How would you handle this situation? 

Now that students have discussed some problems a manager runs into when 
dealing with people, ask them: 

a. Why is it important for a manager to be able to solve 
problems dealing with people? 

b. What do you think would happen if a manager ignored 
"people problems'* like the ones we just discussed? 

c. What traits does a manager need to work well with employees? 

d. What are examples of some situations in your own life that 
require you to work out problems involving other people? 

3 Have students write a descriptive paragraph about the school lunches 
in your school. Ask them to use adjectives and adverbs to describe 
how the food looks, the manner in which it is served, and so forth. 

FIEU3 TRIP; 

... to a local TV or radio station to get a picture of the different 
types of jobs and how they interact with one another. 

... to any business that has a manager. The possibilities are infinite, 
from a manager of a McDonald's Hamburger Drive-In to a manager of 
a football team. 

. . , to a business school or business college to observe the different 
types of business training programs. 

(See Field Trip Guide in Appendix for field trip procedures. ) 

irWIEW; 

... a manager from a TV or radio station 
... a manager from a local business firm 

. . , any employee working in a TV or radio station at an occupation 
the students are interested in. 

(See Interview Guide in Appendix for procedures on conducting a class 
interview* ) 

ADDITIONAL XCUPATIONS IN W CaWlICATIONS IfTOTKY 
Tmi STUDENTS m WISH TO EXPLDRE: 

(See Optional Activities section of Unit I) 
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simulation page 1 

60 over page 1 of the simulation 
activity with students. 

a. Ask students whether they 
are acquainted with any 
people who are managers. 

b. If so, ask whether they think 
that the managers they know 
really do the types of things 
described here. 



UNIT 3 
TEACHER'S KEY 



Ask students to describe 
other types of work performed 
by the managers they know, 
and in what type of organizations 
they work. 

hin a discussion develop the idea 
bhat managers must: 

be able to make decisions that 
benefit their company. 

b. be willing to oversee the work of 
others. 

c. be effective at communicating with 
their employees and their superiors 

d. keep abreast of changes (economic 
and social) which could affect 
their company. 



wrr 3 

r A mmeiK vscs wims and adjcctivo 

M TW JOI AT A TV STATXM 



- The activities on the next four pages ar3 
tasks that Allen Lacy does nearly every day. 
Today you are going to take his pj^e as general 
manager at WOBY-TV, a small TV /fi^ station in 
a rural community. 




2i Dealing with noftt 




1. VfllTINC AND EDITmS RCfOICTS 




3. Iktehvicmikg prospective 

UrtOYEES 
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Simulation page 2 
'check: 

Given below are sample answers 
for the blank spaces. Undoubtedly, 
students will use some words not 
on this list. Discuss with students 
how choosing descriptive adverbs and 
adjectives makes th^ story interest- 
ing. Also, point out that th? entire 
tone of this story depends on the 
type of adverbs and adjectives the 
student used. 

1: happily, well, successfully, 
winningly, surprisingly, 
profitably, gratifyingly. 

2: hard, tough, difficult, wicked 
several, hilly, dusty, rough, 
tiresome, grueling, tortuous, 
bumpy, rocky, steep, harsh, 
tedious, or easy, elementary, 

^ smooth, gradual, beautiful, 
grassy. 

13: long, endless, tortuous, difficult, 
tiring, exhilarating, exciting, 
painful, action-packed, or leisurely, 
pleasant, enjoyable, short. 

4: jauntily, proudly, beamingly, 
boastlngly, sel r-assurably, 
jubilantly, exultingly, flippantly, 
cockily, excitedly, happily. 

5: slowly, quickly, painfully, hastily, 
gingerly, carefully, deliberately, 
cautiously. 

6: cool, restful, quiet, refreshing, 
shadowy, dim, dark, peaceful. 

7: cold, refreshing, cool, big, tall, 
frosty, icy, frothy, foaming, 
carbonated, fruit. 



EDITING NEWS STORIES 



Allen Lacy is responsible for the program schedule at station WOBY-TV. 
Each evening before the nrvs> goes on tno air. Allen reads and edits the 
script for the news stories bemQ reported that evening. Besides making 
sure that the news stories are atvUr^te, h? must be sure that they are 
interesting to the viewers. Of ton he mu^t add words that make the meaning 
clearer or describe more vividly events that took place that day. 

This is part of a news item describing a cross-country motorcycle rally. 
Add word* in the blank spaces below to make the story more exciting and 
descriptive. . 



FOR: t!evs~-Sfort9 Section 
This e^or^hing ^ 



August 



OJTE: August t 20 
TIME: 6:00 and 10:C0 

day ended I for 



Jerry Brownlee, shown streaking across the finish line on the cross- 
country course at Devil's Gulch Track. This course, described by many as 
2 , took Jerry nearly two S 



to co»iplete. An excited and nud«covered Jerry 



-7 



_ hours 
rt^Med 



You fiettcha," when asked if he thought the best nan had won the race. 

Jerry was then unavailable for co::nent as he ^ walked 

towards the P 



shade for a 



drink. 
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Simulation page 3 



CHECK: 

The students have used colorful 
and descriptive adjectives in 
creating a catchy advertisement. 



Some possible adjectives are: 



hot, spicy, steaming, flavorful, 
pepperoni (or any other topping), 
zesty, cheese-covered, tangy, 
delicious, delectable, tasty, 
savory, and so forth. 



Optional Discussion Topics 

• Ask students to name several 
commercials that appeal to them 
and v/hat is it about the com- 
mercial that attracts them? 

• Ask students what jobs they 
might like to have that Include 
writing many advertisements. 



WR1TIH6 COWtRCIAlS 

A l*r9e portion of V"08Y-TV's incone Is obtaJnei from %cUiog ti^c for 
TV coercrct*ls. Beforf the cr«i-<rci4l is '»)Own nn th« 4ir, AUcn L*cy 
pre/lews it «nd Suggests <*tcSy sloQ*n$, 

Antonio's PJizerl* is p-jrcMssnq tine for 4 3D.-.econd corrff-rf iol »h*t 
Mtn advertise pilU. AHeo tjcy *.ints the con-^rcul to te ^0 fopf*Uf,q 
Xh*t it wiU th« vieviCi^'s rOJth w^ter,' Alion *njo/S chiHen-jc 

cf creating JtiSt such 1 <Offit;crefd}. ^hjt'could ^o write m !«$$ tlin 50 
irtrds thjit would rikc the pizZi ^ppetizinQ to viewers? 



Antonio's fijjerU Ccm«rcUl Air Tfye : 8:15 frCQrm i Good Ti'i'cs 



mmm pizzeria 




At Antonio's, we turn pizza into 
'perfection. So perfec t, in fact, 



that one bite of our zesty, steam- 
ing pizza will convince a non- 
believer about the virtues of a 
savory Antonio's Pizza. 



erJc 
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imulation page 4 



CHECK ; 

The incorrect words are marked 
through and the sentences are 
corrected* 

Discuss with students which 
errors deal with adverbs and 
which with adjectives. 



REVIEWING AWLICATIOHS FOfi EKPLCmCJrr 

Alyce Gordon, host of a nornfng uU show, is ln^vfna uorv tv * -j 
Al en Licy,is anxious to find i suitable re^^^ce^en^fo^^^? lioSn"* 
below is part Of an application fom which MarirAlLinder^^^^^^ 
^iewing for the opening, filled out. As Allen loo e7ove^\his llctiln 

incorrectly. Locate these words and change the sentences to read correctly. 




Standard English usage dictates 



I am a hostess 



IS becoming meipe better* 
that rising ratings^ 



iXPmttHCn. MAY COe^TACr VQU>I .N>tS.Nr CM>U>Y.>I nUO^nO,^ you* WCK 4 K^^Oy^HJf 



ZEj 



- J: a«^*»-fe?,t«C5 of the "R0cipe HourJup" rooming proaram 
talktns to liM±tfnMr*» r>^ *u* ^ ._ 



tr,7U~^^ V^^ ""7"*^ -K.'i^T,ng program. DutUa 

thM m-i ^7'"^ ^ l^stentrM on the phcn^, giving r*ctp« oV€r 

i«ca7rtnfiL#»w fitter ao tvidtnced by the fact t^rtf- jjitiirj r\-\r. cl 
cwr audi^g is increasing. ▼ J 




fM^tOVCO 



vouxo^Mviteoi 
Z sscr^tary 
I receptionist 



ew^tovfo 



erJc 
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Simulation page 5 



CHECK : 

Number three is the ideal answer 
because Mr. Lacy is making certain 
Jeff understands company phone policy 
and realizes he is expected to follow 
the rules. If the problem of Jeff's 
personal phone calls arose again, 
Mr. Lacy would have grounds for 
disciplinary action. 



^ptional Discussion Topic 

, Discuss with students which answers 
^ they chose. Ask the students what 
P reason they had for making the 
various choices. 



0CALIH6 HtTH PEOPLE 



Jeff Jones is a typist at station WOBY-TV and works for Allen Ucy. 
Litcly, when Mr. Ucy has waived past his d»sk, he has noticed that Jeff 
1$ often on the telephone. One day he urgently needed to talk with Jeff 
About a report to be typed and nailed out that afternoon. As Mr. Lacy 
stepped up to Jeff's desk to discuss the report with him, Hr. Lacy over- 
heard him making plans with his girlfriend for that evening. Mr. Lacy 
returned to his office and waited 10 minutes until Jeff got off the 
Ulephone. 

Nr. Lacy realized that Jeff was using work time to chat with his 
girlfriend and that the situation must be remedied. Check below which 
approach you think Kr. Lacy should take. 



Say nothing and let the problem take care of itself because 
Jeff was 18 years old and probably wouldn't date this girl- 
friend for very long anyway. 



Tell the other workers in the office to keep their cars open 
and let him know when and how long Jeff was on the phono making 
personal calls. In this way, Mr. Lacy could confront Jeff with 
the facts when he talked to him. 

Ask Jeff into his office to explain company phone policies; 
then explain why it is necessary to obey then. 

Ask the head secretary to give Jeff a copy of company policies 
Mith the part on phone calls underlined in red. 



(SiMuUtion Paga 5} 
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Simulation Page 6 



The purpose of the questions 
on page 6 of the simulation 
Is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
explored in this simulation. 

Encourage students to talk 
about their ovyn likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify available re:,ources 
for interested students to use 
in explaining this occupation 
in greater depth. Also, work 
with the business and office 
resource teacher to develop 
additional exploration 
activities related to this 
unit. 




WOULO I lint THIS VfPt OF CAR£E(t7 



1. Oo you )1kt to wrIU reports 
for your c\*%Ui7 ...... 



When ytso a«d • ^roup of frlwdl 9et 
to9«thfr. do you llkt to b« the on* 
that 4cc1^s wh«t you all will 4c or 
wfcert you al) will 90? 



Are you abU to 9tt «lon9 vltH a 
variety of iitooU— <iot ju»t tht 
fritnds ywj are with Host of the 
tt«t trt4 fet) covfortablf with? . 



4. W»efi yw expliln so«tth1n9 to ptepu. do they uiually vndtrtund 
Wiat ym said— ttiat Ix. they don't •iilnter^jret Khat yxw told 
V*m tr osfc yoo wiht you want? , y»t 

». Ara'you able to 'keep yovr cool* wWn others around you 

ort frvstrated or IrritaUd? ytt 

«. Do you ofUn take the Initiative In corplttin^ school 

assl9nnentt or chorei at hoce nther thin being rvfifnded to 
tet«y^r**(Orii done? ...^..^ , yd 



illen JCoey haa vorhtd «t 9taiicn iJOiT-TV for rtx yars. Ufor^ starting 

o»vmsti^ticn9* Vhila going to tollt^a, n# yorkMd p<xrt»ti^* as « n><itf7>9N»i 
«U mjoysd tnvirotTnftxt of a T/ ataticn •o sKtah thxt ithm hs aomUud 
mtUgs it4 pent to uoek for lX>ir. 

AIUh'9 das/ uBualljf filUd \rith a variety of aetiviiit: is mu»t djml 
vitX tp^uxl prokltnt a& thay ari*« (sucn aa a atrik* hy Keittnwn) and ttHl 
k*#p th» rvutXHM cpamticna riMinj tnoothly, jf%,» Job dtnxnd* ins undividtd 
«tt#ritum tnd Alltm lUMt mlvcyg I>4 mltrt, flnibl*, and dtoisivs. Oi ooo«ffvo>i, 
kt mat ttay ct ths %tndui wtttl ntne o*aU>ck «t night to tolva a protfl^m. 

AlUfi eome « oery good talary for.tfui rstpangibU potitun ht holdM, M* 
mtd kU family or* atl» to iaks a cwo<<««k roccttum yrcrt b«Ufng to 0^4 
ooimtry mlubt and liv« \n a bmutiful ao>^, AltJtougk tfuis convtnxsnoss «r# 
mio^t Alltn uould not uork at VOiX es program nanagar if did not r^ariw* 
tatitfaation from hit uork. of in* thtngm that Allan »w*t mnjoys t« 

iKtUhiftg «t tv4ning of 77 at horns and knouirg that du* to hi* hjrd verk h^hind 
th0 «aen«o« p^'pU art abU to tnjoy VOBTmTV, 
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BACKGROUND INFORMATION ON MANAGERS 

There are managers in many different fields (and at many levels) 

within the business sphere. However, all managers (from the one-man- 

business to the ^op managers of large corporations) have much in aommon. 

Their main Job is leading their organization toward its specified objectives. 
'lUiis is called ^'Management By Objectives". 

Main Tasks . Helps formulate and attain organization goals and 
objectives 

. Plans and implements company (or department) policies 
and procedures (such as SaleSy Accounting, etc. ) 

. Writes and analyzes company reports 

* Makes decisions regarding budgets, contracts, and 
similar matters 

. Communicates with both company personnel and the public 
through correspondence, telephone, meetings, etc. 

. Supervises employees; directs and plans work of others 

Often Done . Represents company to the public 

. Manages support services (such as maintenance on equipment) 
. Oversees development of new products 

. Advises organization in specialized areas (such as scientific, 
engineering, or data processing) 



Skills and 

Capabilities 

Required 



Communicates needs and wants to personnel clearly and tactfully 

Deals with people effectively, delegates authority and exerts 
consistent leadership 

Is decisive 

Has good working knowledge of company functions and policies, 
as well as basic overall understanding of economics, account- 
ing, human relations, finance, etc. (Degree in Business 
Administration, or related field, is often required > ) 



ERIC 
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GO 



SlUDBTT mitRIALS 



Following is a six-*page "Manager Job Simulation" which is to 
be duplicated, collated, and stapled into packets for student 
use. 

The simulation contains activities that might be performed by 
a manager and it requires students to make decisions regarding 
adjective and adverb usage. 

The teacher's key and discussion guide for the simulation are 
found on the preceding pcsges^ 
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UNIT 3 

HOW A MANAGER USES ADVERBS AND ADJECTIVES 
ON THE JOB AT A TV STATION 



The activities on the next four pages are tasks that Allen Lacy does 
nearly everyday. Today you are going to take his place as general manager 
at WOBY-TV, a small TV station in a rural community. 




EDITING NEWS STORIES 



Allen Lacy is responsible for the program schedule at station WOBY-TV- 
Each even ing^'^bef ore the news goes on the air, Allen reads and edits the 
script for the news stories being reported that evening. Besides making 
sure that the news stories are accurate, he must be sure that they are 
interesting to the viewers. Often he must add words that make the meaning 
clearer or describe more vividly events that took place that day. 

This is part of a news item describing a cross-country motorcycle rally. 
Add words in the blank spaces below to make the story more exciting and 
descriptive. 



FOR: News—Sports Section 



This scorching 



August 



DATE: August 20 
TIME: 6:00 and 10:00 

day ended for 



Jerry Brownlee, shown streaking across the finish line on the cross- 
country course at Devil's Gulch Track, This course, described by many as 
, took Jerry nearly two hours 



to complete. An excited and mud-covered Jerry 



replied 



"You Bettcha," when asked if he thought the best man had won the race, 

Jerry was then unavailable for comnent as he walked 

towards the shade for a drink. 



ERLC 
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WRITING COMMERCIALS 

A large portion of WOBY-TV's income is obtained from selling time for 
TV commercials* Before the commercial is shown on the air, Allen Lacy 
previews it and suggests catchy slogans* 

Antonio*s Pizzeria is purchasing time for a 30-second commercial that 
will advertise pizza- Allen Lacy wants the commercial to be so appealing 
that it will "make the viewer's mouth water*" Allen enjoys the challenge 
of creating just such a commercial. What could he write in less than 50 
words that would make the pizza appetizing to viewers? 



Antonio's Pizzeria Commercial Air Time : 8:15 Program : Good Times 




REVIEWING APPLICATIONS FOR EMPLOYMENT 



Alyce Gordon, host of a morning talk show, is leaving WOBY-TV and 
Allen Lacy, Is anxious to find a suitable replacement for her. Shown 
below is part of an application form which Maria Alexander, who is inter- 
viewing for the opening, filled out. As Allen looked over this section 
of the application form, he noticed that Ms. Alexander used three words 
incorrectly. Locate these words and change the sentences to read correctly. 



EXPERIENCE. MAY Wt CONTACT YOUR PRESCNT EMPLOYER REGARDING YOUR WORK *• EMPLOYMENT? 



V« NO 



START WITH YOUR PRMtWT OR tA«T JOB AND WORK SACK. IF YOU HELD DirfCRtNT JOm WHILE WITH ONE EWm^OVER SHOW «ACH iOB 
SCrARATCJLY. IF MORE SPACE IS NEEOEO, ATTACH ANOTHER PAGE SET UP IN THE SAME MANNER. 



PRESENT OR 
t-AST EMPLOYER 

COMPLETE 
ADDRESS 



Radio Station KYRA 



TEL. 



1900 W. Prince. Littleton, CO SOP.nl 



YOUR TITLE '^Recipe Romduo^^ Prngvam HostP.fiR 



JE^i^j ^ ^ hostess of the "Recipe Roundup*^ rj\oming program. Duties 
include talking to listeners on the phone^ giving recipes over 
the ai^ and serving as hostess for guests. The program is 
becoming more better as evidenced b^ the fact that raising 
ratings show our audience is increasing. 



EMPLOYED 

cor.^ December. 1973 
TO Present 

LAST PAY ppn Mnn-kh 

^ 



HRS. PER WEEK^ 

SUPERVISOR'S NAME 

Joe Alioto 



NO. & KIND OF EMPLOYEES 
YOUSUPERVlSEDi 

I secretary 
I receptionist 



EMPLOYER. 

COMPLETE 
ADDRESS — 



-TEL. NO. 



EMPLOYED 



FROM. 



^-^R TITLE- ^ 
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DEALING WITH PEOPLE 



Jeff Jones is a typist at station WOBY-TV and works for Allen Lacy. 
Lately, when Mr. Lacy has walked past his desk, he has noticed that Jeff 
is often on the telephone. One day he urgently needed to talk with Jeff 
about a report to be typed and mailed out that afternoon. As Mr. Lacy 
stepped up to Jeff's desk to discuss the report with him, Mr. Lacy over- 
heard him making plans with his girlfriend for that evening. Mr. Lacy 
returned to his office and waited 10 minutes until Jeff got off the 
telephone. 

Mr. Lacy realized that Jeff was using work time to chat with his 
girlfriend and that the situation must be remedied. Check below which 
approach you think Mr. Lacy should take. 



1. Say nothing and let the problem take care of itself because 
Jeff was 18 years old and probably wouldn't date this girl- 
friend for very long anyway. 

2. Tell the other workers in the office to keep their ears open ^ 
and let him know when and how long Jeff was on the phone making 
personal calls. In this way, Mr. Lacy could confront Jeff with 
the facts when he talked to him. 

3. Ask Jeff into his office to explain company phone policies; 
then explain why it is necessary to obey them. 

4. Ask the head secretary to give Jeff a copy of company policies 
with the part on phone calls underlined in red. 
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WOULD I LIKE THIS TYPE OF CAREER? 




Read the questions below and circle either "yes'* or "no' 
If most of your answers are "yes", you have some of the 
traits required to be a manager. 



1. 



2. 



Do you like to write reports 
for your classes? 



yes no 



When you and a group of friends get 
together, do you like to be the one 
who decides what you all will do or 
where you all will go? 



yes no 



3. Are you able to get along with a 
variety of people—not just the 
friends you are with most of the 
time and feel comfortable with? . 



yes no 



4. 



5. 



7. 
8. 



When you explain something to people, do they usually understand 

what you said—that is, they don't misinterpret what you told 

them or ask you what you meant? yes 

Are you able to "keep your cool" when others around you are 
frustrated or irritated? 



yes 



Do you often take the initiative in completing school assignments 
or chores at home rather than being reminded to get your work done? . . yes 

Do your personal strengths match those needed by a manager? yes 

Would you like to be a manager? yes 



no 

no 

no 
no 
no 



Allen Lacy has worked at station WOBY-TV for six years. Before starting 
at the station as a news writer^ he completed his bachelor's degree in 
communications. While going to college^ he worked par t** time as a cameraman 
and enjoyed the environment of a TV station so much that when he completed 
college he went to woi-^k for WOBY. 

Allen's day is usually filled with a variety of activities. He must deal 
with special problems as they arise (such as a strike by newsmen) and still 
keep thf routine operations running smoothly. His Job demands his undivided 
attention and Allen must always be alert^ flexible^ and decisive. Chi occasion, 
he must stay at the studio until nine o'clock at night to solve a problem. 

Allrn cams a very good salary for the responsible position he holds. He 
and his family are able to take a two-week vacation each year, belong to the 
countrij club, and live in a beautiful home. Although these conveniences are 
nice, Allen would not work at WOBY as program manager if he did not receive 
satisfaction from his work. One of the things that Alter, most enjoys is 
watching an evening of T/ at home and knowing 0nt due to his hard work behind 
the scenes, people are able to enjoy WOBY-TV. 
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UNITil 




A PROMOTION (WJAGER 

for w television station 

(using Conjunctions; PIrepositionsj 
AND Interjections) 



PURPOSE 

The purpose of this unit is to help students reinforce their knowledge of 
standard English usage (conjunctions, prepositions, interjections) while acquiinting 
them with the type of work performed by a PROMOTION MANAGER. 

MAJOR ACTIVITY 

The major activity of this unit is a six-page simulation of the work performed 
by Ed Roosevelt, a promotion manager employed by a television studio. The simulation 
contains activities typical of those performed by managers in many organizations, 
and the activities require students to apply their knowledge of standard English 
usage. The suggested procedures for administering the simulation are as follows: 

Before class hsnins: 

1. Duplicate enough copies of the simulation packet (white sheets at the end of 
this unit) to provide each student with a copy. 

2. Read "Background Information on Promotion Managers" on page 66. 

During Class : 

1. Distribute the simulation packets, reading and discussing the first page with 
students. Suggested discussion topics are given in the teacher's key, which 
begins on page 60. 



2. 



3. 



4. 



5. 



ERiC 



Ask students to complete pages 2 through 5 of the simulation. While they do 
this, you may wish to read through the teacher's key. 

When students have finished the first five pages, go through the simulation 

with them. Check and discuss answers and discuss the other tooics shown 
in the teacher's key. 

After checking the simulation exercises, have students turn to page 6 of 
the simulation packet to answer the questions and discuss the topics shown 
on that page. 

If time permits, use one or more of the discussion topics or activities listed 
on the following page to conclude the unit. 
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mmi ACTIVITIES 



It^ Have students select five of their favorite movie or TV stars or musical 
groups; then research the five stars or groups to find as much information 
as they can about each. (Suggestion: divide the class into five groups 
and have each group research one star or group.) 

Assume the stars are going to appear in a marathon benefit to raise money 
for crippled children (or other). The students are to prepare posters, 
newspaper ads, radio and TV spot announcements, etc., to advertise the 
stars and tell about the benefit. (Suggestion: this activity provides 
a good opportunity for a joint activity of the English and art classes.) 

The class may want to appoint a Promotion Manager to coordinate the activities 
of the class or of groups within the class. 

Play The Management Game* . In this game, students see how a good manager 
may take a given action and make it seem appropriate to a number of situations. 
In other words, the game is designed to show the importance of diplomacy in 
manager activities. 

Preparation; 



(1) Make one set of Situation Cards (page 58 ) and one set of Manager 
Action cards (page 59 ). 

(2) Divide the class into two teams of 12 or fewer students each, with 
an equal number on each team. One team is named the "Situation 
Team" and the other the "Manager Action Team." 

(3) Assign the remaining students to be the panel of judges who determine 
which team scores each point. 

Procedures : 

(1) One person from the Situation Team draws a situation card and one 
person from the Manager Team draws an action card. 

(2) The person from the Situation Team presents the situation described 
on the card he drew. The person from the Manager Team must use the 
action described on the card he has drawn to respond to the situation- 
making his action seem logical. He will have 30 seconds to think 

out his strategy after the situation has been presented. 

Example: You may think that a situation in which a worm was found 
in your coffee beans couldn't possibly be acted on by 
writing a letter of compliment. However, you can make this 
action seem logical. A letter of compliment would be 
written about the fine quality of the beans, your faith in 
the sanitation standards of the company, and the health and 
cleanliness of the worm. 

(3) The iudge(s) will decide whether the action taken by the "Manager" 
seemed logical. If the action is judged to be "logical," the action 
team gets the point; if not, the situation team gets the point. The 
team with the most points wins. 



*This activity is adapted from Consumer Education Curriculum Modules: A 
Spiral -Process Approach (HEW Project Grant No. OEC-0-72-4678), 
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FIELD TKIPj 

. . .to a local radio or TV station to observe the complete operation 
of a station and learn more about communications careers, including 
management careers. 

. . .to any local business or manufacturing firm to learn more about the 
work performed by managers, especially managers charged with the 
responsibily of promoting the products or services of the firm. 

(See Field Trip Guide in Appendix for field trip procedures. J 

INTERVIEW: 

. . .a promotion manager of a TV or radio station. 

. . .a promotion manager or general manager of any local firm. 

. . .an employee in any occupation that students are interested in at a 
radio or TV station. 

(See Interview Guide in Appendix for proaedurea on conducting a group 
interview^ ) 

ADDITim OCCUPATIONS IN W COWJNICATIONS INDUSW 
m STUDENTS m WISH TO EXPLORE: 

(See Optional Activities section of Unit I) 
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SIIUATION CARDS 



You order some paper 
for immediate delivery 
and the stationery 
supply store loses the 
order. 


Your secretary gives 
you a box of chocolates. 


You receive many 
compliments on an 
expensive picture 
you have hanging in 
your office. 

i 


The price on an elec- 
tronic calculator was 
$989.50. When the bill 
comes the price on it 
is $999.50. 


You have the office 
draperies cleaned and 
they fall apart. 


You have just received 
an unexpected raise in 
salary. 


The phone company bills 
your organization for a 
long distance call you 
didn't make. 


You went to a convention 
and paid for first class 
on a plane fl ight. You 
were seated in the rear 
of the plane. 


The repairman just over- 
hauled your typewriter. 
Now it sounds like a 
jackhammer. 


Your secretary worked 
three hours overtime 
to finish a special 
project for you. 


You paid for a dozen ink 
pens and the box only had 
10 in it. 


A $50 plant you bought 
for the office died two 
days after you bought it. 
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ACTION CARDS 



Cut on Lines: 



SCREAM 


WRITE A LETTER 
OF COMPLAINT 


REPORT THE INCIDENT 
TO A CONSUMER S 
Bl^^EAU 


PICKET 


FORM A CONSUMER 
GROUP TO PROTECT 
OTHERS 


WRITE A NASTY LEHER 


FILE SUIT 


REQUEST A REFUND 


WRITE A LETTER 
OF COMPLIMENT 


RETURN IT AND 
COMPLAIN 


MAKE A PUBLIC SPEECH 
ON FRAUDULENT PRACTICES 


WRITE A LETTER TO 
YOUR NEWSPAPER EDITOR 
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UNIT 4 
TEACHER *S KEY 



Simulation page 1 



Go over page 1 of the simulation 
activity with students. 

a. Ask students whether they 
know anyone whose job is to 
promo te* a product or service. 

b. Ask students what traits they 
believe are important in pro- 
moting products and activities. 

Next, ask them to think 

to themselves which of these 

these traits they possess. 

Emphasize that different 
people possess different 
traits; it is not necessary 
or good for all of us to 
possess the same traits. 

c. Develop the idea that a 
manager should build the morale 
of the people he or she super- 
vises. Ask students to suggest 
ways a manager can enhance the 
self-images of others. 



win 4 

WMlim AS A mOKOTlOH mKAGEX AT A TaEYISION STATIOK 

Th« ProfWtlon OcpAPtrenl of WOBT Ti, Mnigcd by Ed Roosevelt, hirdles 
Ukt •dvertisfng and public relilionx for the SUtlon. As Pnnotlon Hjwgcr, 
U pUni spccfAl c**(>a<9ns and puilJct:cs the programs of ^03Y, To pubM- 
clM the prograas. he uses radio *nd f/ *nnourtC<^nts, newspaper advertise- 
Mftts, billboards, direct pall *dvertlse«»encs. and other reans to call 
tttMtlon to station activities. 

Today you are going to help Ed In uii wrk as froootlon Manager. As 
« prtnotton naniger, you will .. . ' 



It Give Clear Instructions 





2. Build EmovEE iIorale 





3. flAKE Decisions 



^. Prepare Letters 
Or JIemoranouhs 
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imulation page 2 



CHECK: 



Correct placement of prepositional 
phrases should be indicated as shown 
in the illustration at the right. 



Optional Discussion Topics 

. Have each student make up or find 
an example of a sentence in which 
a misplaced prepositional phrase 
changes the meaning of the sentence 
or makes the sentence ambiguous. 
Students might draw cartoons to 
1^ illustrate the confusion caused by 
"the misplaced phrases in the sen- 
tences they submit. 



GIVING CLEAR INSTRUCTIONS 

As you listen to Ed Roosevelt give instructions to Urry Nash, his 
secretary, you notice Larry is often confused by the instructions. The 
following are sccie of the things Ed has said to Larry during the day. 
Notice that because thi? prepositional phrases are misplaced, the sentences 
can be misinterpreted—as the illustrations show. 

Show where you, as a nanaqer, v^-ould have placed the prepositional 
phrases to nake the Instructions clearer.. The first sentence is done 
as An exaciple. 



5?K>rtZy after he arrived at work tcda-j, Ed told Lan^y: 
Larry, please take this dictation, and give a copy to 

Mr. Lacy( 



Lat€r, Ed handed Larry a letter and eaid: 

Please get this l etter ou t and ask Brenda to come to 

my officejlfT today's maij/^ 





Ju$t before noon, Eji cave Larry a rough draft of a letter 
and $avd: 

When you have ti^e, type this lette^and give it to 
A1 Lacy^n~^hc electric typewrfte^i 



Aft0r Ivnch, Ed told Larry: 

Please post a notice^to employees ^n the bulletin boardy 
explaining our new working hours. 





Before leaving to catch a pVmi to f/ev York, Ed gaid 
to Larry.' 

Please tell Al Lacy ! will call hi<^to discuss the 
new shOHpToffTthe airpor^. 



imulation page 3 



CHECK: 



Sample responses are shown in 
the illustration at the right. 
Student responses will vary, 
but they should all begin with 
an interjection. 



BUILDING GOOD WRALE AMONG EHPLOYEES 

To be successful, a mamger must have loyal employees. A nanager 
boilds morale and loyalty atrong employees by showing a personal interest 
in the welfare of each etnployee. One way to show interest in an employee 
Is to show happiness when the erjployee has good fortune such as a pronation , 
salary increase, etc. For example, when Brenda Allen recently received 
a raise in salary and told Mr. Lacy about It. he reacted as follows: 



Brenda: 



Hr. Lacy, I'm so excited! 
getting another raise. 



I Just found out I'm 



Mr. Lacy: 



Great I Marvelous I I'm really happy for you, 8renda. 
You deserve a raise, and I'm happy you are getting it. 

Notice that Mr. Lacy showed Brenda that he really is happy for her 
by his exclamations of "Great:- and "Marvelous l". Words used like this 
to show emotion are called interjections. One often hears people use 
Interjections like "Really!, Great:, Fantastic!, Oh!, Wonderful :y etc. 

INSTRUCTIONS: Show by writing in the space provided below what you, 
as lanager, w6uld say in response to each of the following stateinents Made 
by Larry Nash, your secretary. Use at least one interjection in each of 
your responses, (you may wish to use only interjections.) 

Larry: t'vt /oit htOAd VuU I pcUAtd tht natloruU uarn ^oft CtAti^td 
PUv<Ut StCAttAfuf and VuU I viotl bt tkt iiMt wnxlt CvUliitd 
PkIvcX^ StCAtXtuuf 4A tht nation, 

your response: 0\tAti Vou. may itei'U a tAtnd tOMUuL moxt mzn go4jig int o 

AtcAttoAMU coAttu, tfc fttoUy nttd moxt mtn AtcAeXaAXOi Ukt g ou, 

Larry: AUo, I havt JiUt bttn tUcttd pxuldtM by tht local (UhlvUc 
oA^ocaLtLon, 



Your response: Rtaltyl You iL-.t ic conAcXtntlou^ , I'm ^wxt you will 
do a vtAy good job cu f\tiidznt diz cu^ocMUion, 

Ths n«::t day, . . 

Larry: I've ^ijiithtd typijig all tht maXtfUaU ^oft tht ntw pfwmotion 
aunpai^ni By ^Xayinq cX Xhz oiiict uaIU t p,m, yuttAday, 
1 iou abtt to gU that ^ob ccmptUUy i<nuhtd. 

Your response: T!uU*^ v^nda^tUl 'j!z can (Unvnji dcr^nd on uca, I'm 

VtAy pttMzd you tiavc the ^afc/i^tta tupcd to qiucbXy. 
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Simulation Page 4 



CHECK: 



Items checked in the illustra- 
tion at the right are 
recommended • However, students 
may have checked other items • 

The primary purpose of this 
activity is to demonstrate 
the types of decisions that 
promotion managers or others 
responsible for advertising 
must make. 

Ask selected students which 
items they have checked and 
their reasons for checking 

• each. The class can then 
discuss the logic of using 
each type advertisement. 



HAKING DECISIONS 

As Promotion Manager at WOBY TV, Ed Roosevelt is responsible for ad- 
vertising W08Y programs. The Jackson Five rock group will apoear on the 
W08Y Midnight Special program the last Friday of the next month. Ed asks 
you to decide how the Jackson Five program should be advertised. 

IN STRUCTIONS: Show what types of advertising media you will use to *<1- 
verilse the Jackson Five program by checking the proper boxes on the 
"Prwwtion Instructions" form below. Read carefully the advantages and 
d1»t^anuges of using each type of advertisement before making your choice. 

The time of the Jackson Five Program is 12 midnight. The date is the 
last Friday of next month; check your calendar to ^he date. 

le prepared to tell your reason for choosing each type of advertisement. 



PROMOTION INSTRUCTIONS 
Program or Activity Jn SinC U F i Lfg. |T) 
Date and time of Program/Activ 



I INSTRUCTIONS 



Prornotion of this program or activity is to include: 

I TV Soot Announcenents 

(do a good job of reaching our regular audience but do not 
reach people who are not regular viewers of WOBY) 



CZI 



Radio Announcements 

(reach nany people who do not regularly watch TV, but r^any 
of our regular viewers do not listen to the radio) 

IX^ News paper Advertisements , , , 

— (a good prcnotion technique because nost television viewers 
check the TV schedules) 

I I Billboard Advertisements 

(linited value because we do not own our own billboards and 
frequently two or more months are required to get ads posted 
on several billboards) 

I I Direct ttoil Advertisenents , 
— (provides excellent coverage because aost people read their rail 

fairly carefully, but a direct mailing to all persons in our 

viewing area is very costly) 



(signature) 7 
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Simulation Page 5 



CHECK: 

Changes that should be made 
in the memorandum are shown 
at the right. Discuss why 
some commas have been deleted 
while others have not. For 
example, in this memo: 

. .some sentences are compound 
and the commas are therefore 
used to separate the independent 
clauses; 

. .some sentences have commas 
separating compound verbs or 
compound subjects; these should 
be deleted and replaced with 
conjunctions; etc. 

Also, discuss the standard use 



of "neither, 
"either. . •or. 



.nor' 



and 



PREfWilNG LEHERS AMD J^EMOWKOUMS 
Ed usually dictates his letters and memorandums to Larry, hfs secretary. 
However, when Larry is out of the office. Ed may write the letter or r.eoo 
quickly by hand and give it to Larry later to type. When Ed quicU>' writes 
letters and nerwrandums by band, he has a bad habit of leaving out conjunctions 
or using conjunctions incorrectly. 

Ed MTOtt the following nemo by hand.' He asks you to read It to 
wake any necessary corrections and then give it to Larry to type. 

INSTRUCTIONS: Read through the memo, correcting or inserting conjunctions 
when needed. If necessary, cross out or add comas when you insert the con- 
jgnctions. The first two sentences have been corrected already. 



WOBYTV 
MEMORANDUM 

To: ^ob<A ftUchtA, G^aphlc AUa V€paAXJr.tnt 

pRCM: W Roo^tvcU 

SUBJECT: Ckjxngt in Sataxdat/ 

Date: Jtwc 197- 

Tht tt!OBV SaXuAday moMting p^og^aM, "Tht Chliminki « Is bUng 
(lucxyntcnucd^tv^cuxvii ^cem to bt tCxijig oi U, (fc a/it neA,Chcfi hapfiy /1<h/ 
4arf to ice tht pxcgtan go oSi tht alx. It vxu a good pAogxam^^^^U tlmt 
{ok Aoettthbig ntp), ^ 

Jht nva SatuAday moxrung p^gArtn icUt be a comtdy, tfuU -cA tht 
typt pxog^am oux v^cu'fru havt bttn cakuig io\,lht Com<idu wJU bt abovit 
a taxiaab dtivw najntd Jot \^ho adopts a Uo^^p^t\ficttd ^Jion kU apaxt- 
matt. Jot'i wi^c icy* that UthtA tht Uon «aJi ^ht nut co. The Uomj 
Kt\fotvt& e/iound Jot** c^^o^£i to baUd a ^\iindihip btLMtn kU wild and 
tftt tion. 

^OAXy Evaniy^oUnt Giay mJU bt tht ktoAA o^ tht nCiO i/icw», O^'^d. 
Bddit Simpion bt tht guut AtoA, oi AtvtAAl ^ejUuAti, AudltioM ioA 
tkt paxt oi the, Uon ate being httd 4a Lion ComVu} Sai<3JLt. in loi KfxgUzs, 

Can you. pnovidt cu laith Aomt idta* ioA ^eti iofi tht ntpj pfujgfuunt 
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imulation Page 6 



The purpose of the questions 
on page 6 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
explored in this simulation. 

Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
j'dentify resources to which 
'students who are interested 
^in this occupation can go 
ifo explore the occupation 
further. Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 




WUIO I LIKE THIS TYPE Of kfMXr 



1. Do you Hke to try to ptrsuade othtr people to try (ht 
chtn^s you like? ytx no 

2. Art you 4blt Co stll your IdcAS to othcnTyts no 

3. Do you likt to Mkt dtclslons? yts no 

4. Cin you 9lvt Instructions ciMrly so th<t other ptopit 
umJtntAftd thenr yts no 

5. Oo you encourift and prt1« others when they do things 
wtH? yts no 



f. Cm you think up cttchy ^rtsts? yts oo 



If aost of your Answers to tht 4bovt questions wtrt 'yts', chtnces art you would 
•luty bt1f>3 a mntftr and wjrking to prawtt pro^U or strvlcts in which you 
ktlltvt. 



List 111 your trtlts that jrou think Muld help you to bt a successful «nagtr: 



List all yew traiU that you think would kttp you fna fcaing a lucctssful nanagir: 



RtYltw your anSMrs to all the above qutstlons. Oo your think prowJtfon wnagenitnt 
Mllht be ont of tht carttrs In which you cbold bt happy and successful? 



(SlMJUt10n*Fagt C) 
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BACKGROUND INFORMATION ON PROMOTION MANAGERS 



4 



In many organizations the sales manager directs advertising programs 
that will attract customers to the organization* HoweveVy many large ^'VijanizatioK.^ 
have a i)pcoial manager — called Promotion Manager — whose primary Job is ii' direct 
the advertising program. 



Main Tasks of 
Promotion 
Manager 



Plans and supervises the preparation of promotional 
brochures and displays; arranges for newspaper 
advertisements and other publicity 

Confers with the general manager and department heads 
to determine advertising needs 

Makes decisions regarding promotion department 's 
budget and promotional services 

Directs and supervises employees who prepare 
promotional correspondence 

Confers with officials of newspapers^ radio and 
television stations^ billboard advertisers^ and 
advertising agencies to negotiate advertising 
contracts 

Reviews and approves advertising proofs before they 
are released for publication 

Selects and trains new personnel in the promotion 
department 



Skills and . Writes clearly^ simply^ and creatively 

Capabilities 

Required . Has a basic understanding of communications ^ advertising ^ 

psychology y himan relations ^ economics ^ and finance 

Communicates needs and wants to personnel clearly and 
tactfully 

Holds a degree in business administration (with 
speciality in advertising or marketing) or has 
some college training and several years experience 

People who want to become promotion managers generally begin their 
careers by working in sales or office jobs in the sales or promotion depart- 
ment. With exi'-erience^ they may move to assistant management or management 
positions. 
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STUDENT miERIACS 



Following is a six-page "Promotion Manager" simulation which 
is to be duplicated, collated, and stapled into packets for student 
use. 

The simulation contains typical activities performed by a 
promotion manager and requires students to work with conjunctions, 
prepositions, and interjections. 

The teacher's key and discussion guide for the simulation 
is found on the preceding pages. 



GO 
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UNIT 4 

WORKING AS A PROMOTION MANAGER AT A TELEVISION STATION 



The Promotion Department of WOBY TV, managed by Ed Roosevelt, handles 
the advertising and public relations for the station. As Promotion Manager, 
Ed plans special campaigns and publicizes the programs of WOBY. To publi- 
cize the programs, he uses radio and TV announcements, newspaper advertise- 
ments, billboards, direct mail advertisements, and other means to call 
attention to station activities. 

Today you are going to help Ed in his work as Promotio 
a promotion manager, you will . . . 



1. Give Clear Instruction 





2. Build Employee Morale 





3. Make Decisions 



^. Prepare Letters 
Or Memorandums 
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GIVING CLEAR INSTRUCTIONS 



As you listen to Ed Roosevelt give instructions to Larry Nash, his 
secretary, you notice Larry is often confused by the instructions. The 
following are some of the things Ed has said to Larry during the day. 
Notice that because the prepositional phrases are misplaced, the sentences 
can be misinterpreted— as the illustrations show. 

Show where you, as a manager, would have placed the prepositional 
phrases to make the instructions clearer. The "'first sentence is done 
as an example. 




Shortly after he arrived at work today ^ Ed told Larry: 
Larry, please take this dictation and give a copy to 



Mr. Lacyfin shorthand 




Later^ Ed handed Larry a letter and said: 

Please get this letter out and ask Brenda to come to 

my office in today's mail. 





Just before noon^ Ed gave Larry a rough draft of a letter 
and said: 

When you have time, type this letter and give it to 
Al Lacy on the electric typewriter. 



After lunch ^ Ed told Larry: 

Please post a notice to employees on the bulletin board 
explaining our new working hours. 





Before leaving to catch a pla>ie to New York, Ed said 
to Larry: 

Please tell Al Lacy I will call him to discuss the 
new show from the airport ♦ 



(Simulation Page 2) 
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BUILDING GOOD MORALE AMONG EMPLOYEES 



To be successful, a manager must have loyal employees. A manager 
builds morale and loyalty among employees by showing a personal interest 
in the welfare of each employee. One way to show interest in an employee 
is to show happiness when the employee has good fortune such as a promotion 
salary increase, etc. For example, when Brenda Allen recently received 
a raise in salary and told Mr. Lacy about it, he reacted as follows: 

Brenda: Mr. Lacy, Tm so excitedl I just found out I'm 
getting another raise. 

Mr* Lacy: Great I Marvel ousl Tm really happy for you, Brenda. 

You deserve a raise, and Tm happy you are getting it. 

Notice that Mr. Lacy showed Brenda that he really is happy for her 
by his exclamations of "Great I" and "Marvel ousl". Words used like this 
to show emotion are called interjections. One often hears people use 
interjections like "Reallyl, Great!, FantasticI, Ohl, Wonderful!',' etc. 

INSTRUCTIONS: Show by writing in the space provided below what you, 
as manager, would say in response to each of the following statements made 
by Larry Nash, your secretary. Use at least one interjection in each of 
your responses* (You may wish to use only interjections.) 

Larry: I'ue ju^t lizoAd that I poM^zd tha ncuUomZ txcm ioh, CoAtlf^lzd 
PAlvatt StcAoMuiy and that I mJtZ fae tht f^vut malt CznXA.\lzd 
PAlvatz SzcAtta/itj in tixz nation. 

Your response: 



Larry: kl^o, I /lave juu^t been ejected pn^oj^idznt by thz Zocat athlztia 
a66ocAjoution. 

Your response: . 



The next day. . . 

Larry: I'ue {^tnUhzd typing att tkz matoAiaLb ion. thz nm pnjomotion 
cjmpciLQn\ By staying at tkz o^itdd uyvtlt S p.m. yt6teAday, 
I tocw ablz to goX. that job dompl^tty itn^Uhzd. 

Your response: 
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MAKING DECISIONS 



As Promotion Manager at WOBY TV, Ed Roosevelt is responsible for ad- 
vertising WOBY programs. The Jackson Five rock group will appear on the 
WOBY Midnight Special program the last Friday of the next month. Ed asks 
you to decide how the Jackson Five program should be advertised. 

INSTRUCTIONS ; Show what types of advertising media you will use to ad- 
vertise the Jackson Five program by checking the proper boxes on the 
"Promotion Instructions" form below. Read carefully the advantages and 
disadvantages of using each type of advertisement before making your choice. 

The time of the Jackson Five Program is 12 midnight. The date is the 
last Friday of next month; check your calendar to find the date. 

Be prepared to tell your reason for choosing each type of advertisement. 



PROMOTION INSTRUCTIONS 
Program or Activity 



Date and time of Program/Activity 

(date) (time) 

Promotion of this program or activity is to include: 

I TV Spot Announcements " 

(do a good job of reaching our regular audience but do not 
reach people who are not regular viewers of WOBY) 



Radio Announcements 

(reach many people' who do not regularly v/atch TV, but many 
of our regular viewers do not listen to the radio) 



Newspaper Advertisements 

(a good promotion technique because most television viewers 
check the TV schedules) 



Billboard Advertisements 

(limited value because we do not own our own billboards and 
frequently two or more months are required to get ads posted 
on several billboards). 



Direct Mail Advertisements 

(provides excellent coverage because most people read their mail 
fairly carefully, but a direct mailing to all persons in our 
viewing area is very costly) 



(signature) 
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PREPARING LETTERS AND MEMORANDUMS 

Ed usually dictates his letters and memorandums to Larry, his secretary. 
However, when Larry is out of the office, Ed may write the letter or memo 
quickly by hand and give it to Larry later to type. When Ed quickly writes 
letters and memorandums by hand, he has a bad habit of leaving out conjunctions 
or using conjunctions incorrectly. 

Ed wrote the following memo by hand. He asks you to read it to 
make any necessary corrections and then give it to Larry to type. 

INSTRUCTIONS: Read through the memo, correcting or inserting conjunctions 
when needed. If necessary, cross out or add commas when you insert the con- 
junctions. The first two sentences have been corrected already. 



WOB YTV 

MEMORANDUM 

To: RobXn TlztckoJi, G/uipkic hvti> Vzpa/vbnznt 

From: Ed noo^zvuu 

Subject; C/umge in SatuAday morning pKOQnam 

Date: ^ /97- 

Thz WZV SatuAday moKnlng p/iogHxm, "T/ie Ckimunks> " Is boJ^ng 

dAj^zontmxzd^\)A^mvtJ> ^ecw to 6e tVung o^ it. We cjlz mitheA happy Mr r\6Aj 

6ad to 4ee ;t/ie pnx)gnxm go o^i thz cuA. It m6 a good pAognxm, it i^ tarn 
ioA 6omiLthiY\Q ne^'^ 

Thz noM) SatoAday moAning phjognxm mJtl 6e a comzdy, that i^ thz 
typz p^ogAom ouA \jimtU havz been a4>liing ioA. Thz comexly voitt 6e about 
a taxytaab dAiveA namzd Joe u)ho adopts a tton, i& zvictzd ^Aom hi6 apoAt- 
mznt. 3oz^6 m.{^z 6ay6 that OAXhoA thz tion noA 6hz mtut go. Thz 6toAy 
Azvoivu oAound Joz^6 ziiont^ to build a {^/Uznd^hip between kU wif^z and 
thz tio^i. 

HoAty Evan^i, Colznz GAay i^iJUL bz thz 6taA6 thz new show, 
Eddiz Simpson will bz thz gwiLSt stoA o^ szvQJwJi {^zatuAU. Auditions ioA 
thz poAt 0(5 thz lion oAz bzing hzld in lion CountAy Sa{^aAi in Los Ang^u. 

Can you pAovidz us wiXh somz idzas ioA szts {^oA thz nm pAogAam? 
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WOULD I LIKE THIS TYPE OF WORK? 



!• Do you like to try to persuade other people to try the 
things you like? yes no 

2. Are you able to sell your ideas to others?yes no 

3. Do you like to make decisions?, yes no 

4. Can you give instructions clearly so that other people 
understand them? yes no 



5. Do you encourage and praise others when they do things 
wel 1 ? yes no 



6. Can you think up catchy phrases? yes no 

If most of your aiiSwers to the above questions were "yes", chances are you would 
enjoy being a manager and working to promote products or services in which you 
believe. 




List all your traits that you think would help you to be a successful manager: 




List all your traits that you think would keep you from being a successful manager: 



Review your answers to all the above questions. Do your think promotion management 
right be one of the careers in which you could be happy and successful? 
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UNITS 




COMPOSING SENTENCES 

ON THE JOB 

AS A DIRECTOR OF SALES 

AT A HOTEL 



PURPOSE 

The purpose of this unit is to give students practice in writing sentences 
and analyzing sentence patterns while learning about the type of work performed 
by a Director of Sales (Sales Manager ) in the hotel industry. 

mm ACTIVITY 

The major activity in this unit is a six-page simulation of the work per^- 
formed by Betty Marasco, the Director of Sales for the Alpen Inn Hotel in Aspen, 
Colorado. The simulation contains activities that might be performed by a di- 
rector of sales, or sales manager, in any large hotel. Each activity requires the 
student to write sentences and/or analyze sentence patterns. The suggested 
procedures for administering the simulation are as follows: 
Before class begins : 

1. Duplicate enough copies of the simulation packet (white sheets at the end 
of this unit) to provide each student with a copy. 

2. Read "Background Information on Director of Sales" on page 84. 
During Class : 

1. Distribute the simulation packets, reading and discussing the first page 
with students. Suggested discussion topics are given in the teacher's key, 
pages 78-83. 

2. Ask students to complete pages 2 through 5 of the simulation. While they 
do this, you may wish to read through the teacher's key. 

3. When students have finished the first five pages, go through the simulation 
with them. Check answers and discuss the topics shown in the teacher's key. 

4. After checking the simulation exercises, have students turn to page 6 of 
the simulation packet to answer the questions and discuss the topics shown 
on that page. 

5. If time permits, use one or more of the discussion topics or activities 
listed on the following page to conclude the unit. 
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OPTIONAL SUGGESTED ACTIVITIES: 



ERIC 



Distribute copies of the sheet "What I Think!" (page 77 ) to students 
and have them complete the 10 open-ended statements on the sheet. The 
purpose of the activity is to give students an opportunity to practice 
writing complete sentences and examine their own values in relation to 
life and work. Students should not be required to turn in the completed 
sheets since they may consider this an invasion of their privacy. Rather, 
go through each item with the class and ask for volunteers to read their 
sentences. Remember, there are no right or wrong answers. 

2 Have students clip and bring in newspaper or magazine advertisements of 
hotels/motels in which they would like to stay. Have students write to 
the hotels or motels to secure brochures and price lists. When all the 
brochures have been received and reviewed, ask each student to write 

2 or 3 sentences describing the hotel or motel of his/her choice. 

Ask students whether they enjoyed writing the descriptive 
sentences and develop the idea that an important aspect 
of the work performed by a Director of Sales for a hotel/ 
motel is writing such descriptive sentences. 

3 Ask students to tell about hotels or motels in which they have stayed 
on trips or vacations. Ask them to describe the types of jobs they saw 
people working in at the hotels/motels. Develop with students the idea 
that all of the jobs in a hotel or motel (from maid to manager) are 
important to the smooth operation and success of the hotel/motel. 

4 Ask students whether they have seen the movie "Hotel". If some did, 
have them describe some of the problems of the hotel management and 
hotel employees portrayed in the movie. 

For students who want to know more about the hotel/motel industry, suggest 
they read Conrad Hilton's book Be My Guest . 

FIELD TRIP; 

. . .to local hotels/motels to see complete operation of the hotels/motels 
and learn about hotel /motel careers. (See Field Trip Guide, Appendix) 

II^RVIEW: 

. . .Director of Sales (or Sales Manager) of a local hotel/motel 
. . .Hotel/Motel Manager or Assistant Manager 

. . .Any other hotel/motel occupations in which students express an interest. 

(See Interview Guide in Appendix for procedures on conducting a group 
interview. 

ADDITIONAL OCCUPATIONS IN W HOTHTMOTEL INDUSTRY 
THAT STUDBvTS mi WISH TO EXPLORE: 

(The following are business careers in the hotel/motel industry; on the 
following page is a list of all types of jobs available in the hotel/motel 
industry.) 

Assistant Manager; Resident Manager, Auditor, Cashier, Accountant; 
Front Office Manager; Restaurant Manager; Restaurant Cashier; Room 
Clerk; General Manager; Purchasing Agent; Catering Manager. 
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• Jobs available in the 
hotel-motel industry. 

Entry Jobs For Beginners- Positions lor which 
you may qualify witnoul special training 



OPDOnunity 



Title 


(/I'Oanmtni 


Otscfiption 


Advancement 




foo3 

^'iM'JfatiOr 


Helps bai»e^ ir ouimq 
aougfi and baiting 


AsS'Sian* 


sj' H:>. 




He>ps Dtnenott m 
receiving supplies 
and tn keeping oa^ 
area oean 


Banrn<»r 


6e< ma' 




Rcx>ms giMSU ano 
oerfo'ms lasKs 
cssiQneS by t>e'* 
capiair 


ASS»St.3n" 

Be*i Caoia"^ 
Room C«erh 




Fo< c S«»vice 


Asstsis wallers i* 
seryng dm 


Waiter 
Waii'ess 




Fooo 

^'cpataiio^ 


Scrapes ano stacks 
diS^^es ano 'nspfis 
in dis'»«*shtng 
machire Atie' 
Cleaning ca(r>e5 tc 
racu 


Head 0*sh 

Mac h nc 
Operator 


Ooo"na'^ 


F»oni Otiice 


Assisis guesis upO'> 
a(nva> anc dupa'^j'e 
t'om hct«» 


Supefrtendem 
ot Se'vci- 


t'trva'o* 


M.-»t c»f»ce 


Opefatcs t»ewatr 
convev'^g oe»»c>' 
Of tquinme ot 


S>afe' 






Sets ano i'eafs pjb 

lunci'On lOofTi fo# 
lunctioos fn«i»f>gs 
txhibirs ano does 
genef»« cfeanmg and 
vacuuming 


Hcac 

Hovsema'^ 


Ltner ft jt 
Anenaa'^' 




Hanoies mvtnlofy 0* 
i>o«n room suppitcs 


FlOO* 

Mogse»peo«' 






C eans ary) putt 
gjtsi roomt in order 


Inspeciress 
to Assistant 
Mouset^eepe* 


M.I ' riinjnce 
ir ' V Maf» 


Mrt'nienance 


General rep^rr and 
.iKtmttnar^ce work 


Maintenance 

Supervisor 


Pole* 


F»oot Otiice 


KmpS 'nbOy »*CM(3tl 
and stairways c>«an 


Head Pofle' 






Sewi and mends 
>>ntrti 


Head 

Sea'^stfass 


in. 'fy Man 


f^'t'Da'aiioo 


C»tar>s VilC'-f*' 
equiiir^enJ and iCe 
t)0«es 


P*n;fymafk 


Wa«tei 


Foc<3 Service 


Takei o'dc'i lo* an-j 
serves looo ano 
beverages to g^est* 


C,4Piairi 0' 
ASS'StanI 

HoaOwa*ter 


Aa»f«" 


House Keeping 


Washes wtndcmt and 
minors 




S'M'^'fioc Man 




Shampoos carpels 
and uD' c sie'cd 
lo'nnu*e 




Jobs Tor Persons With Special Training or Experience 






Soptrvita* work o( 
housri^per (house* 
mt'vi (n assigned 
atia 


Executive 
Hoose^tceper 


Ait'SU'tt 


Fn It 0<i»ce 


Atstsfs Genr'ai and 
Rei'drnt Mar^agfr ir. 
dischargir>g inei' 
djf'ei Peno'ms 
specific ass»p'>m«ms 


ReS'deni 
Manage' 


AjdilOf 


Accooflling 


Sopttvis^s ai* accounts 
and postings Submiis 
(inancia< reoois and 
Sfpervtses pufchasir>g 


Resident 
Manager 




Food 

Pitps'aiion 


Prepares doug^ and 
bavjcs tread er^} rol'l 


Head biUt 




Footf Servicf 


Serves pat'ons ir bar 

artd COCklAit lOursge 


Head 
Barterder 



Taken from a hroohute 
prepared by ihe Bvom 
Palace Hotel for use 
by the Denver Public 
School Vocational Claaaea 



Title 



Ocpanm«ni Descriplioh 



Opponumiy 
For 

Advancement 



Cashier 


Front Otfice 


Records various 
transactions o' Ques* 
accounts MaKes 
iinar>ciai sett>enien' 
with guest at cf-ec^ 
out tmt* 


Accoun:an* 


Engirwr 


Maintenance 


Keeps track o' 
heating ptumong 
and eiectncat 
systems Ma«es- 
rr«nof repans to 
machinery 


Chie* 
Engitiee' 


From Qtlice 
Manager 


Front 0^'iCe 


Aci^ as '*flisc'» 
belief' gui'St ano 
note» lo' reservations 
registration anc 
mtO'mat'on 


Manage' 




Fc^d Service 


Supervises co^^ee 
shop operation ar>d 
service 0< food dnd 
beverage 


Restaurant 
Manage* 


Matire d hole 


Food Service 


Supervises me service 

Ot Put>'iC Oinmp 8*^0 
barniuei loo^s 


Pirpctor o» 
Food & 
Beverage 


Pantry Worker 


Fooc 

Prenarator 


Prepares sa'aos 
ifuit luices loas* 
MaVes cottre and 
lea 


Head 

P^nlfy Maf> 


Reslaurani 
Caster 


Food Service 


Receives pavr^eh! 
•or tooo and 
beverages 


ArcOo.nfen' 


Room Cic'li 


F»ont 0"ice 


Handles actuat 
registrairon oi g^eSts 


f»ont 

Otfice Mp- 


Starier 


F»ci" O^iCf 


Suoerv'Ses 
emptovees 
operating eifvators 


Sjl»e' r'*-' 
c» Se'v.ce 


Stewa'd 


Food Se»K»cr 


Kef ws k»ir*^er> 
sioc»eo ^ chtna 
Qiasj tnr s.iver 
Supe'visr; 
dishwashers 


Krtchen 
S-oef^v'SO 


UP^'Stere'- 
Rei^ntsNe' 


House «ei»pif>g 


Repatrs er>d 'f bui'ds 
b»0««en fu'niiu»»t 


Hefld 

Up^O'S'e* 



Cabinet M^ke' 

Carpenie' 

Panters 

Banouet Che* 



CaleMng 
Manager 

D'reCtOr Ol 

food & 
Beverage 

Dtrector o' 
Sales 

^KPCutiva Chel 



D'recior 0* 
Guest Services 
(Executive 
HouseVetpar) 



General 
Manager 



Purchasing 
Ager^t 

Pendent 
Manager 



Pes'.aurAnt 
Manager 



Housekeeping 



Food 

P'ecaratton 



Food Service 
Food Se'vtce 

Sates 



Focd 

r 'epa'al>on 



House^eep"^ 



Food 

r^repa'ation 
F'on" OH ce 



Food Service 



Supervises ano 


Executive 


takc$ par* <r> 


Chef 


preparation J tood 




tor banquets 




Sens banquets and 


Ot'ec'o' 0' 


supervises 


f OO'J & 


banquet service 


beverage 


D rects a«' acnvmes 


Genera* 


uertain r^g to the 


M<i'.flge* 


serv'Ce (* lood and 




beve'agfr 




Set's convention 


Genera* 


tacii'ties to' n>eennps 


Manage' 


barx]uetf receptions 




Suoerviscs preparation 


Supew'SO* 


ano ierv»f»r>g 0* a«> 


more 'nan o'^e 


looo »n me k unen 


operation 


Supervises a»f 


Supervisor 


housekeeping 


more tr.an one 


petsonr>ei «n cra^ge 


operation 


ot ienova*ion and 




purchas>ng o* 




housekeeping 




sucp «es Ocoreifng 




Svrp'^'»« activities 


Managing 


^ «» - 'r-f hotef 


0"ecto' 


Rf* onsibte (0' 




co< 3 'iaiion 0' a' 




det«»n'n«nis 




Pi;'rhases lood -"d 


Ht'Stauran' 


beverage 


Mar«ige> 


Takes over for 


General 


manager in his 


Manager 


absence Usually 




har^ es speca' dut*%s 




a$s>gned by manager 




Supfvises sen^'.e of 


C-'enrg 


food in public d'hing 


K'^nagei 


rooms 
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WHAT I THINK! 



Completing open-ended or unfinished statements helps a person learn 
more about himself. 

The following are examples of open-ended statements that you are to 
turn into complete sentences. Finish the statements honestly, telling 
how you really feel. 



1. If I were 21 years old, I would 



2. If I worked in an office, I 



3. People over 30 are 



4. I believe most people work because 



5. If I were a boss and my secretary came in late every day, I would 




6. I like to be around people who 



7. If I saw a fellow worker stealing on the job, I would 



8. People who work in the same place for 30 years are usually 



9. When the boss does something a worker doesn't like, I think the worker 
should • 



10. The best way to get a promotion on the job is to 



11. I am proud of myself because 



ERIC 



When you have completed the sentences above, answer the following questions 
silently. 

Think back through your responses: Did more than one answer come 
to mind when you were completing some statements? 

What do your answers show you about yourself? 

00 
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UNIT 5 
TEACHER'S KEY 



Simulation page 1 

60 over page 1 of the simulation 
activity with students. 

a. Ask the students whether they 
are acquainted with any people 
who direct sales operations. 

b. If so, ask whether they think 
these people really do the types 
of things described here. 

c. Ask students to describe other 
types of work performed by 
these people, and in what tyoe 
organization they work. 

In a discussion develop the idea 
hat a Director of Sales: 



4 



Must be able to write letters 
that encourage people to buy 
the products they are selling. 



UNIT 5 
HOTa DIRECTOR OF SALES 

B«tty Marasco Is Director of Sales for the Alpen Inn Hotel fn 
Aspen, a y^rVd-famous resort high In the mount4lns of Colorado. 
Betty spends most of her time persuading organizations and groups to 
Jiold their conventions at the Alpen Inn, answering inquiries about 
hotel facilities, rates, roan schedules, neals, and activities 
for groups suying at the hotel. getty is being advanced 

to Assistant Manager of the hotel 
and you have been selected to 
train for her position as Direc- 
tor of Sales. On the following 
pages are some activities Betty 
normally does, but she has asked 
you to do these activities as 
part of your training. 



* * * 




b. Must use clear, direct, and 
persuasive language. 

c. Must be well grooT.od and 
pleasant in order to create 
a good impression on custom- 
ers. 

d. Must know and believe in the 
product they are selling. 







XLFCT ik;i HOtet 




D«icriptlon of r«ciXltitt« 


TTffS or 


00, cr fwrs \ MO. or rtr'^ir cAcn 

WCKS AVA:UflX^ *>5V CAM ACCC^XMT£ 


sn:tAL rUKns cr if0(xs 




12 


13 t* »C 


'Wilt Ik $H4» «a4 (M^vl* rr«J«(t«rf 


CMfftr«n<« r*M» 


a 


( t* 29 




9mt*t rMM 


f)0 


1 f 4 
MJXJ MTTS,- 
Arwi - S2t 


■lumry f«rnithlnji« 
•C«Ur <«J«vUUn 

•KmhIcIh v1*w( I 

1 



snciAL rzATuffs or tps Atrtt rnj 

■r« tp*€Uttk •kevt in Uwr ^«>^^y lott^ 

rttUarantB ft^lunKj fc^^ from tr^d tht n*rU 

•SH lift Jkst cutsv^ hoUl 



(Simulation fvi% \) 
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Simulation page 2 
IhECK: 



Message written by students 
should contain items shown in 
the sample message at the right, 
although wording may vary from 
that shown. 

Have students analyze the sen- 
tence patterns in their messages. 
You may want to have one or more 
students read their messages and 
have the class analyze the sen- 
tence patterns. 

Optional Discussion Topics . 

. Discuss with the students 
why they think it is im- 
portant to write a brief, 
clear message when writing 
telegrams. 

^ Reason: The charge for 

telegrams is by the word; 
I therefore^ the message 
w should be short. It needs 

to be written clearly or 

the telegram does not 

accomplish its purpose. 

. What do you think High 
Country Outfitters would do 
if they could not understand 
from your message whether 
or not you had 10 single 
rooms available? 

High Country Outfitters 
would either have to go to 
the expense of calling you 
to clarify your message or 
they would book reservations 
at another hotel. 

. What do you think would happen 
to you as Director of Sales if 
the Alpen Inn Hottl lost busi- 
ness because of poor communi- 
cation on your part? 

It is pooatblc you would he 
reprimanded by a superior^ or 
even fired if too many accounts 
were lost because of you. 



WRITING SHORT MESSAGES 

When tht Alpen Inn Hotel receives a reservation request for i block 
of rooms. Betty Marasco handles the arrangements herself. Western Union 
delivered this telegram to Betty at 9 this morning and she must take care 
of It right away* 



/ itutticiniuiunm 



. .V ^ Tele;gsaii« 



iVwords* Paid!" ~ ^^iqh^ntry UuUt-^ 



r^DI rector of^aTes ' 



u cioperju 



>,^Alpen Inn Hotel 



Aspen. Colorado 



.>^303/692-30?T 



R»<prvp ton <ingU rnnn^ nights of 



rates InriedlateW. 



,J14/&43-j067^ ^ Susan Jones, Hloh Country 



.Outfitters. 4I7S Bachman P\\. San Olego. CA 92103 



O 



Betty asked you to send a return telegram notifying High Country 
ftjtfltters that the hotel will be able to meet their request for rooms. In 
the message you vxjst include: 

!• The number of rooms reserved 
2.* The dates rooms are reserved 
o 3- The room rate (Rtftr to tho chart on ths firat pag:) 

Write a nessage on the form below, remembering to keep the message complete but 
concise. Including only words necessary to make the meaning clear. 



tueslcroiURlort 



'Telegeam 



Country ou tfitters 
.4175 Bachman PiacT" 



1 pen Inn Ho t el I r.:r.*;L*y:.j 



T:gl'jber__l'J 

:)usjn Jones 



»«i>^.San pieqo, CaMfornIa 



JU/543-l06r 



92103 



^QIL'^** ^ flgttv Marasco. Atpcn Inn 

iHQtel. Aspcn. Colorado 60611 ^ 



9n 
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pimulation page 3 
CHECK: 



Read the information written on 
the confirmation form at the 
right so students can check the 
correctness of their forms. 

Read through the letter from 
Mr. Sumoto with students and 
discuss how the unusual sen- 
tence patterns make the letter 
difficult to understand quickly. 

Point out that even though 
the necessary words are included 
in a sentence, if the pattern 
and structure of the sentence 
are not in accordance with stan- 
dard English usage, the sentence 
m^y be difficult to understand. 

Also 3 'point out to students 
\}iat if they were to compose 
tetters in Japanese ov some 
ther language foreign to them, 
heir sentence structure would 
probably seem very strange to 
persons receiving the letters. 
This is because the way words are 
put together to fox-m sentences 
varies from one langiJ.cge to 
another. 

Explain that the salutation used 
in this letter (dear Sirs) is 
not used in modem business 
letters. Explain that the trend 
in business is to start all lines 



of a business letter at the left 
margin (block style). Another 
trend is to omit the salutation 
and complimentary closing lines 
in b^isiness letters. 

Optional Activities 

• Have students rewrite the 
letter from Mr, Sumoto, using 
standard English structure. 

Read or have a student read 
the Sumoto letter aloud. Then 
ask students to re-state in 
their own words what Mr. Sumoto 
said in his letter. 



IKTUfRETIfKS LCTTERS RELATED 
TO ROOM SALES 

As Director of Sales » Betty 
occ*sionijlly receives letters 
from Individuals or groups in 
foreign countries. Sone of 
these letters ore written by 
people whD do not know English 
Mell and the sentence structure 
Is often unusuisl . 

The letter at the right was re- 
ceived In today's mall. 

INSTRUCT IONS. Read the letter 
as many tires as necessary to 
understand what information ?ir. 
Sixnoto v.'ants. Then fill In the 
rcon reservation ctrd below and 
$end It to Kr. Sucoto In Hfsmto, 
J«pan. (See page 1 for the 
room rate.) 

U the remarks section of the 
card» tell Hr. Sumoto t^nat 
svlnMlng facilities are avail- 
able at the Alpen Inn Hotel. 



2 October 197- 

Sales Director 
Alpen Inn Hotel 
A«pcn» Colorado 

Dtir Sin: 

To Atpcn Z with wife on January 21 co«e to 
•tay flva nl^hta. Raapect fully ask reservation 
of one rooa for wlfa containing two bedc and ny- 
aelf. Can do thla? Alao is there pool wlfa aak 
■c for awlsnlnS or not with water warned? 

?lea6C CO cend a letter or soscthlng fro* 
yott that to above qucatlona c^ve answer. Alao 
CO know the roon hov nuch It cost. 

To hear froa you with eagcrnesa I wait. 
Sincerely » 

lalto Sucoto 
Pleaae excuae poor Engllah I not know too well. 



ALPCN INN MOTEL 
Aspen, Colorado 

Ihe Alpen Inn Hotel !■ pleased to conflra your 
reservation ait follows: 




Dateie: Froii JaKuai^t 21 

(Arrival) 



to Jamiar _ _ 

(Departure) 



Type of Rooa: QSlnglc 0 Tvln □ Suite 

Rate: $ 26.00 p er nlf.ht 

XerjrVs: Hotitt n^ia tvo heated pool$^ne indoor and ona 
outdoor pool. 



ERIC 
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imulation page 4 



CHECK: 

Check to see that each item 
written by students contains 
a sentence base (i.e., subject 
and verb) and is a complete 
sentence. 

Have students analyze the sen- 
tences they wrote to determine 
the sentence pattern of each. 

Sample sentences are given in 
the illustration at the right; 
however, each student is likely 
to have sentences different from 
those shown. 



Optional Discussion Topics 

^ Ask students whether they 
^ have ever bought anything 
P or gone any place new because 
of a sales letter they have 
read or an advertisement 
they have seen. 

. Ask students to tell whether 
they think Aspen would be 
a good place to vacation and 
to give their reasons. 

Discuss the fact that a 
good sales letter creates 
an interest in the item 
described. The Director 
of Sales must be able to 
write a good sales letter. 

. Have students write a sales 
letter or develop a brochure 
from the sentences they have 
written. 



CReATiNG SENTeWCES fKOH IDCAS 

One of Hatty's most important tisKs as director of sales is to convince 
groups that ttts Alpen Inn Hotel is a good place to hold their conventions. 
Conventions arc important to hotels Such as the Alpen Inn bi^cause they help 
to keep the hotels filled wicn guests. 

The following are ideas that Betty has jotted dovm for a letter she intend; 
to send to various organuations and groups to encourage then to hold their con- 
ventions at the Alpen Inn. 

Instructions : Betty asits you to develop each idea below into a sentence 
or two that can later be used in letters to organizations and groups that are 
(lUnning conventions. Cetty has done the first sentence as an example. 



ALPEN INN HOTEL 
Aspen/ Colorado 

ldca€ fcr calcs letter*-' 



ilot€9 from the dcMk of 
tmtty i^aratoo 



Jia:>cn- 'blua Okies, Munehino Z40 day* a year 

V>W 3^0 y^^^ 

AlDen Inn Fotct: 

Ski iirra«--< major vithin tix rrllct 



2?iff Alpen Inn Hotel ie one of only a fcj convention eitee in the 
\)orld that can boast four najor eki areae tdthin «vr nilee of the 
hateU 



Ski pc'tiee in t>inter, cook-^uts and horeehcck rides in eumer 

At the Alpen Tr.n Hotel gueets can select fron a variety of activities 
r*^nging fron sku parzies in the Mter to cook^oute and horseback 
rides in the surmar. 



floor sho'j end dance bsnds year round 

For those vho don't uant to venture into the outdoors, the Alpen 
Inn Hotel offers floor shcve and dance bands year 'round. 



IS'hole golf courcc, oVj^-pic'siza suiming pool 

If you are oports ninded, bring along your golf clube and rake use of 
the IB-hole golf course after you have finished eunjming in the 
Olyirpic^'aize sitirning pool. 
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Simulation page 5 



§ 

CHECK: 



Check to see that each sentence 
written by students contains a 
sentence base (subject/verb) and 
is a complete sentence. 



Sample sentences are shown in 
the illustration at the right* 
Each student is likely to have 
sentences different from those 
shown; however, the sentences 
should provide all the infor- 
mation called for in Ms. Fin- 
ley's letter. 



Optional Discussion Topic 

. Have students analyze the 

sentences they wrote to deter* 
h mine the sentence pattern of 
^ each. 

h Have students compare the 

^ letter style used by 

Ms. Finley (full block with- 
out salutation or compli- 
mentary closing lines) with 
the style shown in the 
Sumoto letter. Explain that 
many businesses are now using 
the letter style used by 
Linda Finley. 



MSVEKING INQUIRIES ABOUT 
HOra FACILITIES 

Because you ire preparing to take 
Betty Marasco's place as Sales 
Director for the Alpen Inn Hotel, 
she isks you to answer the letter 
from Linda Finley shown at the right. 

Plan your letter by writing answers 
to the questions Ms. Finley asks in 
her letter. Refer to the Ai-tn Inn 
Hotel description of facilities on 
Page 1 for the infomtation you wil' 
need to answer Ms. Finley's questions. 
Try to use a variety of sentence 
patterns so you better will not sound 
dull. 

You will dictate the letter to your 
iKrtUry later, and she will type 
It In proper letter fo™. 



Kmiw rcccwTiON of whc« snawotrtw 

1021 Cltmoo^ Drive 



0ct«4tr t, 197- 



Ki. Stccjr }(ar«ic« 
fitrtettr t( Silct 
AlfC* Inn figccl 
AiHA* 00 atill 



Tht y«Cl*n«l F«^frcCl*n •t Vemtu itttlvtUtt it planslat tc« 
•«Cl«n«l coAvcadcn (cr tht flr«C wfck of ncxC AufuiC 0n4 !• 
c*n«Utr!n( chf Alf*^ Inn K«c<l far ch« c«nv«nClon ilCf. Ikwn. 
kfUrt y*9 ittUittlY ^fcUff •n ch« •!(«• r*c4 •ii«wtr« f CH« 
(•llovinx tui«ci«nt. ll> H*w m*ny acfClns *n4 con(«r«nc« rMM 
«r« 4V«1U)>U »t Ch« Alfcn Uni C) How luny yfo*U will 4»th 
M«cl9( An4 c«a(«rfflt« rooa «ccowi«4aCar (J) Vhic «ra ch« yrlcaa 
a( jatir aln{U «n4 Cwla«te«^<!i4 gu««C r*oac! 

ri*a»< Mn4 ch« laUnudOfl flsit »nf «ch«r lnf«r«icl*« fau 

thUk will k« hfl^ful f u« In 4<cUl»t vtifChar ca fl4 •ht 
CMv*fici*a at cha Alpiti Inn Katat. 



Um4* riaUr* rttit4tnt 
te«rlc«n r«4«MClaa a( 
UoMa St««lwtrkart 



ALPEN INN HOTEL 
Aspen, Colorado 



G0ar .»f#. Fintey; 



(1) Thg Alpen Irv SoUl has 12 ntgting rocnj vhi^h uill n^'^frrt^j^lit* 
U to j;; pt^:ple maeh. 

(2) Th* hct4l also Kit €3 ccrftT'Tu:* tr>^e Mch sfill 'X^^cny^Iat4 
S to 20 pgcple tach. 

(5) The guett roon rat€€ art $18 for a ainglg end $26 for a twin- 
b4dd$d rccn. 

Other inf omati'TTi: The hottl also has ten sptoialty ehopOt seven 
reetaurcnte, heated indoor aid outdoor eui'T^nj pcole, and free 
parking. Alco, a ski lift ie looated Just outaidc the hotel. 
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Simulation Page 6 



The purpose of the questions 
on page 6 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
with the characteristics needed 
to succeed in th6 occupation 
explored in this simulation. 



Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify resources to which 
students who are interested 
in this occupation can go 
to explore the occupation 
further. Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 



MOULD I LIKE THIS TYPE Of CAREER? 



1. Do you like to be In places where 
people are always coning or going? 



. Yes Ho 



Do you like to write about the places 

and things In which you are 

Interested? Yes 

Do you like to sell things such as news- 
papers, school papers, or Items for 
fund-raising activities? Yes 



Do you like to write letters? 



Yes 



Do you like such activities as making 
posters, doing art work, designing 
bulletin boards, and so forth? Yes 

Do you like to bo the leader when you 

4b things with yogr friends? ...... Yes 



Are you tactful In dealing with others?. Yes 

Yes 



Are you generally able to persuade 
other people to your points of view? 



No 

No 
No 

No 

Ho 
Ho 

Ho 




Do you enjoy talking with people you 
hive justr.et for the first tltoe? . 



Yes No 



If your answers to most of the above questions are "yes,* chances are you would 
tnjoy working In the sales or promotion deparDnent of an organization. 

If your answc--^ to Itens 6-9 above are "yes,* chances are you would enjoy being 
ft director of sales or sales manager. 

List ^lOM other qualities you think « Director of Sales should have: 



Hott f# back and undtrllne those qualities you think you havft. 
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BACKGROUND INFORMATION ON SALES DIRECTORS 



The title of director and manager mean basically the same thing. 
The main purpose of a sales director's job is leading the sales depart- 
ment or division in setting goals and then meeting those goals. 



Main Tasks 



Often Done 



Skills and 

Capabilities 

Required 



Helps formulate and attain goals and objectives of 
sales department 

Plans and implements sales department policies and 
procedures 

Writes and analyzes sales reports 

Makes decisions regarding departmental budgets^ contracts^ 
sales approaches J and similar matters 

Communicates with both company personnel and the public 
through correspondence^ telephone^ meetings^ speeches, 
etc. 

Supervises employees in the sales department; directs 
and plans work of employees 



• Is company sales representative to the public 
. Manages support services 

. Oversees sales campaigns 

. Advises organization in specialized areas, such as sales 
tactics, advertising, planning features at the hotel that 
would attract clients 

• Communicates needs and wants clearly and tactfully 

• Deals with people effectively, delegates authority and 
exerts consistent leadership 

• Is decisive 

. Has good working knowledge of company functions and policies, 
as well as basic overall understanding of economics, 
accounting, human relations, finance, etc. (A degree in 
Business Administration, or related field, is often 
required. ) 
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sTUDBfT rnmm 

Following is a six-page "Director of Sales" simulation 
which is to be duplicated, collated, and stapled into padikets 
for student use. 

The simulation contains typical activities performed by 
a sales director and requires students to compose sentences. 

The teacher's key and discussion guide for the simulation 
are found on the preceding pages. 
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UNIT 5 



HOTEL DIRECTOR OF SALES 

Betty Marasco is Director of Sales for the AT pen Inn Hotel in 
Aspen, a world-fainous resort high in the mountains of Colorado, 
Betty spends most of her time persuading organizations and groups to 
hold their conventions at the Alpen Inn, answering inquiries about 
hotel facilities, rates, room schedules, meals, and activities 
for groups staying at the botel. gg^ty is being advanced 

to Assistant Manager of the hotel 
and you have been selected to 
train for her position as Direc- 
tor of Sales, On the following 
pages are some activities Betty 
normally does, but she has asked 
you to do these activities as 
part of your training. 




o 
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ALPEN INN HOTEL 




Description of Facilities 


TYPES OF 
ROOMS AVAILABLE 


NO. OF ROOMS 
ROOMS AVAILABLE 


NO. OF PEOPLE EACH 
ROOM CAN ACCO^fODATE 


SPECIAL FEATURES OF ROOMS 


Meeting rooms 


12 


15 to 300 


' * Built In slide md movie projectors 
'Microphones and total sound systems 
•Carpeting and soundproof walls 
*Plped»ln music 


Conference rooms 


63 


6 to 20 


'Natural lighting 

•Carpeting snd soundproof walls 

•Bullt-ln chalkboards 

•Round conference tables 


Cue It room 


930 


1 to A 

DAILY RATES: 
Single - $18 
Ti)in - $26 


* Luxury furnishings 

•Color television 

•Individual temperature controls 

•Mountain views 




SPECIAL FEATURES OF THE ALPEff IIW 


•Ten specialty ehape in loDer lobby lobby """^^'^''^jj^^ 
•Seven Te$taurant$ featuring foodo from around the vorld ^ ^^Hk 
• Heated indoor and outdoor Gwinming poolo .^^^^^^^l 
•Ski lift just outoide hotel ^^T^^^^ §^ 
•Free parking in attached garage ^"^.^ 
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WRITING SHORT MESSAGES 



When the Alpen Inn Hotel receives a reservation request for a block 
of rooms, Betty Marasco handles the arrangenients herself. Western Union 
delivered this telegram to Betty at 9 this morning and she must take care 
of it right away. 




1* Director 



>mAlpen Inn Hotel 



303/892^3071 



Aspen. Colorado 



81611 



Reserve ten single r ooms nights nf 



Drfnheir TR-IR <;onH rnnf irmatinn anH 

rates inmediately. , 



^.n^u71 4/543-1 067^., 
Outfitters, 4175 Bachman PI 



Susan Jones. High Country 



San Diego, CA 92103 



■01 



Betty asked you to send a return telegram notifying High Country 
Outfitters that the hotel will be able to meet their request for rooms. In 
the message you must include: 

1 . The number of rooms reserved 

2. - The dates rooms are reserved 

3. The room rate (Refer to the chart on the first page.) 

Write a message on the form below, remembering to keep the message complete but 
concise, including only words necessary to make the meaning clear. 
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?| Telegram 



wo wot «cl o» uc 



Iftlpen 



Inn Hotel 



jevi»fi««««r rciccMw 

bMllSt MX It CMCCRIO THIS 



T. High Country Outfitters 



October 10 



4175 Bachman Place 



on.»t.n San Diego. Californita 



sr:r- busan Jones 
.714/543-1067 



92103 



^^^■303 /892-3071 Rettv Marasco. AIppp Tnn 



U^otel. Asp en. Colorado SQ ^]! 



■0 
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INTERPRETING LETTERS RELATED 
TO ROOM SALES 

As Director of Sales, Betty 
occasionally receives letters 
from individuals or groups in 
foreign countries. Some of 
these letters are written by 
people who do not know English 
well and the sentence structure 
is often unusual . 

The letter at the right was re- 
ceived in today's mail . 

INSTRUCTIONS: Read the letter 
as many times as necessary to 
understand what information Mr, 
Sumoto wants. Then fill in the 
room reservation card below and 
send it to Mr. Sumoto in.Niwoto, 
Japan. (See page.l for the 
room rate.) 

In the remarks section of the 
card, tell Mr. Sumoto what 
swimming facilities are avail- 
able at the Alpen Inn Hotel. 



Nlmoto, Japan 
2 October 197- 

Sales Director 
Alpen Inn Hotel 
Aspen, Colorado 

Dear Sirs: 

To Aspen I with wife on January 21 come to 
stay five nights. Respectfully ask reservation 
of one room for wife containing two beds and my- 
self. Can do this? Also Is there pool wife ask 
me for swimming or not with water warmed? 

Please to send a letter or something from 
you that to above questions give answer. Also 
to know the room how much It cost. 

To hear from you with eagerness I wait* 
Sincerely, 

Imlto Sumoto 
Please excuse poor English I not know too well. 
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ALPEN INN HOTEL 4 




Aspen , ' Co 1 orado ^^Q^V^ 


The Alpen Inn Hotel Is pleased to confirm your / 


reservation as follows: % 


Dates: From 


to 




(Arrival) (Departure) 


Type of Room; 


□ Single □ Twin p Suite 


Rate: % 


per night 


Remarks : 


10.1 
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CREATING SENTENCES FROM IDEAS 



One of Betty* s most important tasks as director of sales is to convince 
groups that the Alpen Inn Hotel is a good place to hold their conventions. 
Conventions are Important to hotels such as the Alpen Inn because they help 
to keep the hotels filled with guests. 

The following are ideas that Betty has jotted down for a letter she intends 
to send to various organizations and groups to enqourage them to hold their con- 
ventions at the Alpen Inn. 

Instructions ; Betty asks you to develop each idea below into a sentence 
or two that can later be used in letters to organizations and groups that are 
planning conventions. Betty has done the first sentence as an example. 



ALPEN INN HOTEL Notes from the desk of 

Aspen, Colorado Betty Marasco 



Ideas fcr sales letter — 

Aspen— blue skies^ sunshine 340 days a year 



Alpen Inn Hotel: 

Ski areas — 4 major within six miles 



Ski parties in winterj cookrouts and horseback rides in summer 

Floor show and dance bands year round 

18-hole golf course^ Olympic-size swimming pool 




t 
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ANSWERING INQUIRIES ABOUT 
HOTEL FACILITIES 

BM^se you are preparing to take 
B^i^ Marasco's place as Sales 
Director for the Alpen Inn Hotel, 
she asks you to answer the letter 
from Linda Finley shown at the right. 

Plan your letter by writing answers 
to the questions Ms. Finley asks in 
her letter. Refer tQ.thejUj?jn Inn 
Hotel description of facilities on 
Page 1 for the information you will 
need to answer Ms. Finley's questions. 
Try to use a variety of sentence 
patterns so you letter will not sound 
dull. 

You will dictate the letter to your 
secretary later, aM she will type 
it in proper letterTorm. 



AMERICAN FEDERATION OF WOMEN STEELWORKERS 
1021 GlefMKKi Drive 
Ironstown, Pennsylvania 16204 



October 197- 



Ms. Betty Marasco 
Director of Sales 
Alpen Inn Hotel 
Aspen, CO 81611 



The National Federation of Women Steelworkers is planning its 
national convention for the first week of next August and is 
considering the Alpen Inn Hotel for the convention site. However, 
before we definitely decide on the site, we need answers to the 
following questions: (l)How many meeting and conference rooms 
•re available at the Alpen Inn? (2) How many people will each 
Meting and conference room accommodate? (3) What are the prices 
of your single and twin-bedded guest rooms? 

Flease send the above information plus any other information you 
think will be helpful to us in deciding whether to hold our 
convention at the Alpen Inn Hotel. 



Linda Finley, President 
Ai4erican Federation of 
Wotten Steelworkers 



ALPEN INN HOTEL 
Aspen, Colorado 



(IJ 



(2) 



(3) 



Othex* information: 
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WOULD I LIKE THIS TYPE OF CAREER? 



Do you like to be in places where 
people are always coining or going? 



Yes No 



2. Do you like to write about the places 
and things in which you are 

interested? Yes No 

3. Do you like to sell things such as news- 
papers, school papers, or items for 
fund-raising activities? Yes No 

4* Do you like to write letters? Yes No 

5. Do you like such activities as making 
posters, doing art work, designing 

bulletin boards, and so forth? Yes No 

6. Do you like to be the leacjer when you 

do things with your friends? Yes No 

1 . Are you tactful in dealing with others?. Yes No 

,8. Are you generally able to persuade 

other people to your points of view? . . Yes No 



Do you enjoy talking with people you 
have just met for the first time? . 



Yes No 





If your answers to most of the above questions are "yes," chances are you would 
enjoy working in the sales or promotion department of an organization. 

If your answers to items 6-9 above are "yes," chances are you would enjoy being 
a director of sales or sales manager. - 



List below other qualities you think a Director of Sales should have: 



Now go back and underline those qualities you think you have. 

(Simulation Page 6) 'f 04 
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UNIT 6 




HOW A HOTEL ACCOUNTAMT avoids 
RUfHH SENIBCES 

AND 

SENIHCE FRAG^^S 



PURPOSE 

The purpose of this unit is to give students practice in identifying and 
correcting run-on and sentence fragments while learning aiaout the type of work 
performed by a head accountant. 

MAJOR ACTIVITY 

The major activity in this unit is a six-page simulation of the work ner- 
formed by Pat Carney, an accountant for the Alpen Inn Hotel in Aspen, Colorado. 
The simulation contains activities that might be performed by an accountant in 
any large enterprise. Each activity requires students to identify and rewrite 
or correct run-on sentences and sentence fragments. The suggested procedures 
for administering the simulation are as follows: 

Before Class: 

1. Duplicate enough copies of the simulation packet (white sheets at the end of 
this unit) to provide each student with a copy. 

2. Read "Background Information on Accountant" on page 104. 

During Class : 

1. Distribute the simulation packets, reading and discussing the first page with 
students. Suggested discussion topics are given in the teacher's key, pages 
98-103. 

2. Ask students to complete pages 2 through 5 of the simulation. While they do 
this, you may wish to read through the teacher's key. 

3. When students have finished the first five pages, go through the simulation 
with them. Check answers and discuss the topics shown in the teacher s key. 

4. After checking the simulation exercises, have students turn to page 6 of 
the simulation packet to answer the questions and discuss the topics shown 
on that page. 

5. If time permits, use one or more of the discussion topics or activities listed 
ErJc °" following page to conclude the unit. 'fOS 



OPTIONAL ACTIVITIES 



Duplicate and distribute copies of the forms on pages 95-96 and have students 
use the fornis to prepare their personal Balance Sheets and Income Statements . 
In completing these forms, each student will find his "net worth" at present 
and his "net income" for the month. In doing this, the student will be 
performing a simplified version of tasks performed by an accountant while 
learning to analyze his spending habits and his personal financial status. 

Go over each form with the students before they begin, explaining how the 
form is to be completed: 

On the Balance Sheet, students are to list the things they own (I.e., 
their assets) by categories, such as clothes/ sporting goods, money 
in bank, and so forth. The;^ then estimate the value of the assets. 
From the total value of things they own, they subtract the money 
they owe to others (i.e., their liabilities). The resulting balance 
is their "net worth". At the bottom of the paqe, students are to 
write a paragraph describing the items (assets) they would like to 
acquire during the next year. 

On the Income Statement, students are tp show the total money they re- 
ceived for the previous month (or current month, if the month is just 
ending). Then they list the things for which they spent money during 
the month and the amount spent on each. The total amount spent is 
subtracted from the total income to find the "net income?" After 
finding net income, students are asked to write a paragraph explaining 
how they will get the money necessary to buy the assets they want. 

Students may want to do this exercise at the end of each month to see 
how their net income and net worth changes from month to month. 



2|^Duplicate and distribute the "Madam Ann" sheet (page 97) and have students 
underline the sentence fragments in the Madam Ann advertisement. (You may 
want to use this activity when you are working on one of the units dealing 
with the field of advertising.) 

After students have finished the exercise, you may want to discuss with them 
the effectiveness of the advertisement. Develop the idea that while Madam 
Ann's advertisement may be effective even though It contains many sentence 
fragments, a similar advertisement announcing secretarial or accounting services 
that contain sentence fragments or other non-standard English would not likely 
draw many customers. ' ■■■■■ — — KBL 
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210 te : This activity contains many 
sentence fragments although it does 
not deal with the career of accountant. 
It is a copy of an actual leaflet put 
out by a palm reader. If you feel the 
content would be offensive to your stu-- 
dents for either religious or ethnic 
reasons J it should not be used in your 
classroom. 



93 



% Madam Ann 

Mm 7 AM. W 10 FJC. 

PAIM READER AND ADVISOR 



• m\%m ii» Iwiii M MADAM AlOfS WKm y«vi m« 

irn* tfyM fMtf kMrt wH Ai. yvw mlWv^f tXi 

It IMfiAM ANN %Umt «U k« W Am i«M«tvw. S>>«_M 
1^ ■! !■ ^mt% «l W*. ^mm «* m >w^'— wet »W» c»l 



HMMM AIM Ua ■ M*t«M to *m wwt. Xrm ^ 

IMI ■■■III al %»m «wM ik*r nM I* V** mU ^m>mm^ 

jjjfcgw* hmA V«ft. TW» to^jyy lot Hw»* X x i^ ^m ^ twj 

>»4 W* wU imt4 t>.» m^4m^ tt^ . ftr 
^A jitm^tm ymf . %m I*c*t ^^T* «*4 \m>ikt r*« •«< •< 



torn rm rm f aim mm m rwom or i 

Om kr m 0^ Im m I I ■ 



MCZi rnCM 
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INltRVIEW 



, , ,an accountant or audi^r from a hotel or other local firm* 

. . .a Certified Public Accountant from local CPA firm. 

. . .an employee in any hotel or motel occupation in which students 
express an interest. 

(See Interview Guide in Appendix for prooedtdres to use in a group interview.) 



(The following are business careers in the hotel industry^ on page 76 is 
a list of all types of jobs available in the hotel^motel industry. ) 

Assistant Manager; Resident Manager; Auditor; Cashier; Accountant; 
Front Office Manager; Restaurant Manager; Restaurant Cashier; Room 
Clerk; General Manager; Purchasing Manager; Catering Manager. 



. . .to a hotel to see complete pperation of a hotel and to learn 

about hotel careers, including the job of hotel accountant or auditor. 

. . .to any local firm which employs a full-time accountant, to learn 
more about the work performed by an accountant. 

. . .to the office of a local CPA (Certified Public Accountant) to learn 
what a CPA does, the training he must have, and the examinations he 
must pass to be certified. 

(See Field Trip Guide in Appendix for field trip procedures.) 



ADDITIONAL OCCUPATIONS IN Tlf. HOTCL IfDUSTOY 
7I1AT SIUDENTS M WISH TO. EXPLORE} 



FIEU) TKIP 
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Figuring Net Worth 



When you hear someone discuss how much money a rich person has, you usually 
hear something such as> "Did you know that Aristotle Onasis is worth 500 million 
dollars?". Are you curious about how much you are worth? If you are^ find out 
by filling in this form. 

Instructions : On the balance sheet shown below, list the things you own 
that are worth money and then the things you owe others. The difference 
between what you own less what you owe is your "net worth." 

After you have completed the form, write a paragraph at the bottom of this page 
describing the assets you wish you had. These assets should be ones that you 
think you could get within the next year . 



BALANCE 


SHEET 


Name: 


Date: 


Assets: (Things you own, such as 
clothes, money, sporting goods, 
records, etc.) 


Value (How much it is worth) 
$ 


$ 


$ 


S 


TOTAL VALUE OF ASSETS: 


$ 


Liabilities: (Money I owe to people) 


Amount 
$ 


$ 


$ 


S 


TOTAL VALUE OF LIABILITIES: 


- $ 


My NET WORTH (Assets minus liabilities) 


$ 



In the space below, write a paragraph describing the assets you want to get 
during the next year. 
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Figuring Net Income 



If you are like most people, when you receive money— either as a gift, 
allowance, or earnings from a job— it seems to be gone before you realize 
where it went. This form will help you see what the money you receive is 
spent on. 

Instructions : The form shown below is your personal income statement 
for the period of one month. List your sources of income for one month and 
everything you can remember money was spent for during that month. Your 
"net income" is your total income less expenses. 



INCOME STATEMENT 
For the month of 



Name: 



INCOME (Mongzy I received) 
Where I got the money: 



Amount 



Grand Total 



TOTAL INCOME 
EXPENDITURES {Moneu I spent) 
What I spent money for: 



> $ 



TOTAL EXPENDITURES 
NET INCOME {inaome less expenditures) 



Now that you have discovered what your net income is, write a paragraph 
below telling how you plan to buy the assets you want to acquire. If 
your net income is not high enough to buy the things you want, describe 
ways in which you could bring in more money. 



t 
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MADAM ANN 

Madam Ann may be a great Palm Reader, but she certainly seems to 
have trouble writing complete sentences- Read her advertisement below 
to see how many sentence fragments or run-on sentences you can find. Under- 
line each. 




Madam^p 



PiUM^MAm AND AWi^ 



ErtryoM w«k:om# at MADAM ANN'S horn. Wbot you «e# 
with *y«* b«lltv«. Art roU;^«ilMp<2? Do 

fim Jomd b«lp? Do;you bav« Ibod lu«ik? Brtof.^^^Pt/.pf oi1 iM fr V 

soWe J^ow (0 hem job^him imv» foOM bow k> 
tvBfrijjii, and reunilmi Omf Mporat^d). Upon n i ;rf >|i| wdit>>onhood 
sIm MdlM th« hod God^lvva p#w«r ft> iStp hun^nHf. 
MADAM ANN hen d«pM a Uf^tiiM lb tbia wddu Fr^^ li* > 
four cornm of th« worW th«y coii^; lo W. Ifcm and w«a^ 
^ all toceu and wolbt ol Uto. (fe u ^ a# iidl to rMOfr# 4^1 
lnfik»»nc» and had luck. Thtr* is nor^tf Ibr thcM knMlbg th«y 
<m In bard oad m^d h«lp and do not oomm. For vWit 
win coDvlnc* you. SU' gtTM. hicky dayu a^H^a^ r<^'P^. 
flbnovr and daritn^M onjI itorfci you on *th» w^^^ip tttcvm-md 
bappiiMM. Doo't foUv^p thi« 9lfl»d woma6 wko inrifM^ybu 
k) h*r bom«. 

LOOK rot miwMiM wis m mm qt not mms 

C«M bf; «r oatt inr aa 
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UNIT 6 
TEACHER *S KEY 



Go over page 1 of the simulation 
activity with students. 

a. Ask students whether they 
know any people who are 
accountants. 

b. If so, ask whether they think 
that the accountants they know 
really do the types of things 
described here. 

c. Ask students to describe other 
types of work performed by the 
accountants they know, and in 
what type organization he or 
she works. 



In a discussion develop the idea that 
accountants: 

Must enjoy working with detailed 
information. 

Must have the ability to concentrate 
on and stick with a problem until it 
is solved. 

Should be able to be trusted with 
confidential information. 

Must be able to report complicated 
financial records in clear, concise 
language. 



Acco«rrAirr 

Ntrtck Urmy it tftt htad «cco««Unt «t « hotti located In the resort vilUgt 
9f /U^> Colortdo. TmUy yoti will be uklng'ovcr Ptt's work becJuse he Is out of 
tflwt tn « speaking cnHfwtnt. 



likt mny eccotm^fitj. Pet's Job Involves "uch wort then sitting et « desk work1»| 
iMibtrs. He mst bt eble to write About the fliuncUI records he works with in 
ciitr. msWy under^uodeble Unguege. Ht is responsible for keeping hoUl employees 
lNforM4 on flnencUT ■itttrs thet perUin to the*. 

%tm Arties ytu will encovnttr as yoo ttke pvtr Pet's work ert . . . 



L amRINGRGURES 





2. WRIT1H3 OJEW irtsnwnois 



5. /rwraH5 nWHCWL RECORDS 





q. DEAUNG vniH PHHf 
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Simulation page 2 
CHECK : 

Since this exercise involves 
taking a run-on sentence and 
dividing it into logical smaller 
sentences, students will build 
different sentences. 

Ask several students to read 
their memos to the class, taking 
care not to emfaarass the student. 
Check to be certain that each 
division results in a complete 
sentence. 

Optional Discussion Topics 

. Ask students if they can name 
any businesses that offer dis- 
count plans. 

(Examples: airlines, car rental 
agencies, hotels, insurance 
companies, etc.) 

Ask students why they think 
companies offer discount plans. 

(If people receive a discount 
on the regular rate, they are 
more likely to purchase the 
product or service.) 



miiim CLEAR iJisTRwrrioHs 

This advertUentnt ibout ski package discount plans at The Alpen Inn Hotel 
will appear In nev^spapers and magazines thrgOghout the United SUtes. Before the 
hotel begins receiving inquiries about the discount plans, hotel enployees must 
bt familiar with the plans. 

Instructions: Patrick Carney, hotel accountant, has asked you to re-write 
this meno in clear, und«rstand«ble sentences before the nttwo is distributed to 
hotel employees. 



OFFICE MEMO 

TO: All SoUl D^lc}f€t9 DUt ootobtr S, 19* 

FROM: 

SUBJECT: Stu paayagt Ski Discount PUms 
WEMARKScTfit hotU -£* »uw oiitxu\3 iuo new ifei 

WUttd StattA to oXXaaU ptopU to A4pen ioK ikct«3 
Ml to Iht Aip« Inn HotdL iofi lod^JbM at tht Aott 
iUO ioK ii^Jt dayk ofi $tiS ^Ofi Aix dayA dtptndb\3 on 
tiklch plan thty ckooAt, MmjnbtnJjiB that ct iiU packagt 
dUcount can not bt dbuji^vi bt/ a. i<uUty aVitady ^tcecv- 




Dat* Oct. 5,19— 



OmCE MEMO 

TO: An Hot«1 Employees 
FROM: Patrick Carney, Hotel Accountant 
SUBJECT: Hew Package Ski Discount Plans 

REMARKS: . . . . ^ ^ ^ WVl^ AVt . 

pacfea^e plam. Thtit jpf^rtA o/ie beJjig^ oAve/U^ui thAough- 
out^ tkt^ ^lyittd^ Statu to _ Attyict ,^eoi?^^e tp^ f^P.^, .(^A . 
Akiuig and to thi. Atptn Inn Hottt ^f^o^ todgui^. JhjL xatd 

bt^ ctaiiptd^ by ^am<^^ o/Aearfi^^ tcc&^v/ng^ thjz Ktductd^ ^ 
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Simulation page 3 



CHECK ; 

60 over the sentence fragments 
with the students, discussing 
what sentence parts are missing 
from each phrase. Have students 
check their sentences to make 
certain they have converted the 
fragments to complete sentences. 



Optional Discussion Topics 

. Have some of the students read 
their answers to the class. 
Discuss the different sentence 
patterns students have used to 
describe the error in the report. 

. Ask students why they think it is 
necessary that when working with 
numbers it is a good idea to double 
check their work. 

(Because numbers are easily trans- 
posed, written incorrectly, or 
read wrong. Also, financial 
records demand accuracy.) 
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COHPAKIM FI6UKES 

Each Month the housekeeping departiMflt sendt Pat a 

Monthly Expense Report which Pat cofRpares with a com- 
puter printout showing the money spent by the house- 
keeping deparUncnt. Pat has found an error In the 
Monthly Expense Report shown at the rioht and written 
In the correct amount by hand. Pat must write a wmo 
to the Housekeeping Departflient describing the error on 
their Monthly Expense Report. 

IWSTRUCTIOtIS: Pat has already Jotted down sorae Ideas 
he wants included in the mewo to the Housekeeping Depart- 
jnent. He asks you to put his ideas Into complete sentences 
so his secretary can type the memo. 



THE ALPEN INH HOTEL 

HOUSEKEEPING DEPARTMENT 
DETAIl REP ORT FO R THE IK)NTH OF S,EPTEHOER>. ISJ^ 

CIASSIFICATIOH EXPENDED 



— fAyROt!^- 

UH I FORMS 
— LAUNDRY 

LINEN 

— aEANlN6-5tmi£5- 

PAPER SUPPLIES 
— CONTRACT CL£ANIf«- 



1.476 

— 

9,195 

— -a.e/a- 

2.040 



rOTAL DCPARTHENTAL UPEHS "J 



2,429 — 

$200,604 



MONTHLY EXPENSE KEPOKT 

Dtpt: HM4e^kMpln|__ Report #; 3 

Honth: i»Pt. 197^ 

Analyoi9 of Exp4nBB9 

Pcyroll $ 161,365 

Uundry 20,227 

Linen 9,195 

3,9 "T=»- 

CleMlng Suppllee --^tW 
Contrect Cleealng 2,429 
Paper Suppllee 2,040 
Unlfoni* lf476 . 

TOTAL gxptnaaat 

REMARKS: 

^ Tjiere^ fFTfr. ?^f .^^PffWV. J^fPPP* . . . 
^ IJ^port^ ??i*f f f Pf?^; . . . 9lf^\Vi} 

^ pathsr^ than, f^t §?h 



J 
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Simulation page 4 



CHECK: 



Sentence fragments should be 
eliminated by making the changes 
shown in the Office Memo shown 
at the right. (Below) 



Optional Discussion Topics 

. Costs and expenses increased 
greatly during the past year. 
Ask students to name the types 
of costs and expenses that 
they think might have increased. 

(Examples: food, wages, elec- 
tricity, linen, silverware, 
dishes, etc.) 

Ask students whether they think 
they would enjoy working with 
figures, trying to analyze costs 
and income. 

. Ask students whether they know 
anyone who operates a restaurant. 
If they do, ask them to try to find 
out who keeps the financial records 
for the restaurant. Point out 
that in some small restaurants and in 
other small businesses the owner 
often keeps his own financial 
records; that is, he is his own 
accountant. Larger businesses, 
on the other hand, generally have 
a full- or part-time accountant. 



AMLYZntt FIMNCfM. 



fm lapirttut ptrt tf tat UiiMyS M « 
kHil accMnUnt Is tt tJit Iwttl mm- 
Mr» HMtrd Rtcvts, InfonMd of ttm net 
IMCM Md« ky virlous hotel 4ep«rtiients. 



Pit fr % 9» ni the 'IncQM StAtfMfnt* «t 
tiK rlfht to show how the hotel coffee shop 
inc&m for this ytir coaNres with the In- 
tmm for Ust ynr. Ht discovers that 
•Ithovfh s«1ts have Increased this year. 
iUKtm Is less because ef incretstd costs. 
KIs notes helow contilit stnteiKe fr«9Mnts 
tlMt wuit be Mde Into ciMplete sentences 
kef ere tite mmonMm Is type4 end sent to 

iKSTMJCTIOflS: f*t his Mrkfd the first 
ptrtere^ to show how « sentonce fregMont 
CM be Mde pert of a coapletc sentence* 
Veu are to use the saae precedurc to show 
hm ymt would mke the sentneca fra9Mnts 
In tim other Hra9raphs Into conptete 
sentences. The office mtm will then be • 
Xsffmi and sent to Howard Reeves. 



te<< T— r 1M» Yfar 



COST* 4 nrnim . :^*li2SSl **07,3oo 

KT XKXMK .... yoy,200 $ ^.300 



LMt T«« I 1M.200 

IhU Yeer * <X.3O0 

; nr m moowt . . , s i7.5oo 



OFFICE wm 



To: 

FROH! 



MmmuU KuvcA 



Date: OctMA s, a?- 



Subject: Kci^eau^Aiic pw$xa 

fdMtVCA* Xkt CMt Oi 9ptAjUu\§ 0UA AtA^MUAUUU iUA titt* §mf. ^fUU 

mm fAJuuu fcevc umUvl -Che 4«ne. 

1^ ^ S££ -uuLome 'Ci £U4 .£/vUf Z£ MKJ a yout 4^0^ ^Cm dtmt^k 

Antam. i^am anCu JU Ki^htA tkan taxt i/ua» 

TKl tA*Ad toMAd ItMtA pKoiUi mut not cjofcUiaxt, WuntvtA mtJi eaiU up/ 



(SliwUtion Pjge 4} 
1W 
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Simulation page 5 



CHECK : 

A The correct answers are listed on 
~ the illustration at the bottom of 
this page. 

Discuss each situation with students, 
developing the idea that a positive 
approach is usually the best way to 
deal with others. We can rarely get 
others to do what we want by showing 
sarcasm and anger. 



Optional Discussion Topics 

. Have students tell the type of response 
^ they think each of the statements shown 
'at the right would likely elicit in turn. 
Ask students to think of times they have 
become angry because of how someone spoke 
to them rather than because of what was said. 

. Have students break into groups of 4-5 and 
ask each group to write a short skit to bring 
out the points you have discussed in class 
concerning dealing with people. 
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. /' aectwUnt. Pat Urmr mnt vtk wftK tN mmnr %M 9tHr fipUrMf it tM AlfM tiw H«t4l. H« 

ffi Ulkfnf wfth thw. If he fs f»t dIplotMtfc. tht othtr •uployets trt ofttn rudt *n4 unoooptrttivt. 

INSTRUCTIONS: telw lr« four sftuatfont thit ftt ntfht hiVf to M with durlnt « A$ shown by tht 

ititewents it tht left. Pit could hindle eidi sftiutlon fn tMO **tyi«tftf»tr politely or rudely. Tht col gun tt 

the right 9*y«» No responses for tich iltujtlon. Which rt»p«»t tt tht rlfht would Pit rtctlyt to hit lUU- 
ment it the left! Kirk either i or b In the blinks. 



SITVATIM li Itj. OU 1 C«C « VtmS N^i^ar! 



Tajc, 79V 4U It 9UUi I »»U4 f«r ch« f^m» nmkM tf Olln fUli U 
U» AittaU* J«rh • plact c$lUi ffi*$ XmHttm li DMm 

2» **fi7», vruU 7a« flttt* ehack tt>d If 7W |C«« M the e*rr*ec fhmm 
i*\»Ut f«r OllA Sklltt WtaK t t t*t • l««atlM U DttYir." 



[ tiTVAricK it C4M •f th> si»w UtiBfty | 

CL 3. 



"Oiarli I'm $UV tlr*4 kwtilni 7** tt c«m li ^7 itflci i*4 itt 
htvlni jow at 7iwr laak. T»w*ll hava tt cut mi 7iwr Mniittca etffit 
kratk« k/ tha awlsilnt f**^ tnl •ta7 U tS« Itwntt T*r krttka." 

"Cbarl. 1 tftt* naa4 t* tat ah«U tf rl|ht •wa7 tt lletttlM «W« f 
• rt ti 7—T kratk tut ^7 tht twlmltt M*l* 7*« »lttaa ttj 

Ct UN 7*ur krttkt tt 1) alnwtat »ni Itt M kmw vt^n T«u tra itlnt 
•ut.** 



SIYVATION 31 n>a Caat tf t»>« Mlatlut »t»trt 



'^lit Kirahall, 1 wtnt tt kA«» vtij jtv h«vM*t tl«M M latt M(ith*a r*«B 
•al«a risurtt ytt. 1 a«kt4 7*u ftr th«M fltiirM tt ItMt thrtt 4t7a 



^ *Klat )Uraktll, trt tka ttltt fltwrta f*r Uat M«tli rtW7 ftr »• 7«t!" 



SITVATION «: K«v mt tt l»fraaa th« Ittt 



*m. laavat. ftrktft «• tH««U ract<Mll«r twr f«lle7 tlvlng fr«« caiitl* 
•atittl kr««kf«ttt t* litttl |»*ttt. SUct «a ttartal tkt frt« kraakf*ct 
ft*tt»m iMt Miitk, M raattwrMt ^r*fiu itffd »«Arl7 ) H'CMt.* 

*K>< llMv«a. 7— my kt Motiar tf thU li«ttl« Wt T*«r tt«^U Htt tf 
tUltt kttaS iMttt fr«« ctitttMiitil braakfMti W« rt4w«4 twr rt«t*w«K 
^rtfltt k7 5 H'CMt mi t«r tmm vtlt« kav« taerM«*4. T#« kitttf 
tt*f tlMt f«ollt)i frtftM.* 



t "1 ktlltvi tki awktr tmi k«vt It c»rf«el If 
y«w 4Ul tht trtt ctrft ting vltk lt«" 



b, *tvlltmtl7 tfc«7 iUm*t tttck r*« 1* «illnt t* 
<ltl iraa cirfat sIms vlth tK« tkma iv^tr.* 



a«**TM*rt •ltia7t vn t/ ktek ikt-t ttMthlitf-lf 
Jt*a Aat ctfftt kraaU ll*t etvarlag 97 
t7f«vriccr «t night. Why ip»*t j«g try lacvltg 
M tlMt Itng tiit<*|h ftr M i« |at ay 4<«rk 4««t| 

"1 twtat I hava kaan ttttltg t kit iltck tkt«l 
tha J)>«liiutt rtilt, tt 1*11 vttch II frta mv 
tfi. I'll fltn tt takt my kratkt at 9i30 tA4 
3100." 



a. *1*» V*r7 tarr7« Hr. Ctrta7« kgt tht7 arta't. 
• Ikvwfvar. 1 wilt tttrt to th«« rltkt avt7>" 



^* -It «aa 



tv* Itrt ttt. Htt tkrta. 
thta vhtn 1 ctii." 



1*11 gat tt 



*'C«riia7. Jutt raaaakar tkat I m iMtagar tf tkt 
htcal trtj aa Itng aa 1 ta Mittgcr vill k« 
tka tfta vht Itcllaa M^«tkar tt attf flvUg 
frta CMtittfital kraakfaatt ta gMttt!" 

*t tffr*<Uti 9*«r CMMMutt, Hlka. Ut*t jMt 
ctntlKM tha frt* krttkfttt frtgrta jHtt t 
littlt Itngtr ta t«« trhatktr it will htU 
iflcrtata awr raaa taltt. tf It lMM*t wa'll 
•aatlAir Iraffifig ii." 
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Simulation Page 6 



The purpose of the questions 
on page 6 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
explored in this simulation. 

Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify resources to which 
students who are interested 
in this occupation can go 
to explore the occupation 
further. Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 




HOW WOULD I LIKE THIS CAREER? 

1. The traits listed below «re helpful In the 
accounting profession. Place a checkmark 
beside those traits you possess. 

a. I enjoy math. 

b. When I am faced with a problem; I 

stick with it until I solve it. 

c . I don't get frustrated when I have 
to explain things to people over 
and over again. 

d. I can sit and concentrate on something even if there is activity 

going on around me. 

e. I can look at an article or story and then sunnarize it accurately 

in a few sentences. 

I aw loyal to people or ideas I believe in. 

9. I can express my ideas clearly in writing. 

I like to work with people. 

i. It doesn't bother me to work under the pressure of deadlines. 

f, I can keep important information secret. 

3. On the blanks at the left* list four duties of an accountant. On the right, 
put the letters of the traits above that may be helpful when performing the 
duties you listed. 



Vriting clacr irtBtruation* 



3. Do your personal strengths match those needed by an accountant? 
Explain: 



4. Mould you like to be an accountant? 
Wty? 



YES NO 



YES NO 



V 



ERIC 



103 



9 



ERIC 



BACKGROUND INFORMATION ON ACCOUNTANTS 

Accountants work with business records and prepare financial reports. The 
three major fields of employment as an accountant are public^ private, and 
government. 

Public : Independent acQountants who work on a fee basis for any business 
or individual wishing to use their services. 

Tasks: • Preparing income tax returns 

• Auditing internal accounting procedures 

. Consulting on budgeting and control systems 

Private : Industrial or management accountants handle financial records for 
particular business firms for which they work on a salary bas%s. 

Tasks: . Planning and directing accounting systems 
. Examining financial systems 
. Preparing financial reports 

. May serve in executive capacity such as controller^ treasurer^ etc. 

Government : Government accountants work as agents for the Internal Revenue 
Service^ investigators or bank examiners^ and general accountants 
for a government agency. 

Tasks: . Develop accounting systems for government agencies 
. Auditing financial records of government agencies 
. Auditing records of private firms subject to government 
regulation. 

Capabilities <S Skills Required : 

Training in accounting from a four-year college^ junior college^ 
business or correspondence school is required. A four-year degree, specvaU 
izing in accounting, is especially necessary for public accountzng. Passvng 
an examination and fulfilling state requirements is necessary to be a CPA 
(Certified Public Accountant). Accountants often need a Master *s or 
specialized study in data processing in order to be aware of legal and bus^- 
ness developments which affect their work. 

Accountants must enjoy working with numbers and doing detailed work. 
They need to be able to communicate well, both verbally and in writing. Bevng 
loyal and being able to keep a confidence is mportant due to their knowledge 
of much private financial information. Accountants must be able to work under 
pressure because of the many deadlines imposed by the government and other 
agencies in matters concerning financial reporting. 
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STUDENT MATERIALS 



Following is a six-page "Accountant" simulation which 
is to be duplicated, collated, and stapled into packets 
for student use. 

The simulation contains typical activities performed 
by an accountant and requires students to identify and 
correct run-on sentences or sentence fragments and write 
complete sentences- 

The teacher's key and discussion guide for the simu- 
lation are on the preceding pages. 
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UNIT 6 



ACCOUNTANT 

Patrick Carney is the head accountant at a hotel located in the resort village 

•of Aspen, Colorado. Today you will be taking over Pat*s work because he is out of 
town on a speaking engagement. 

Like many accountants, Pat's job involves much more than sitting at a desk working 
with numbers. He must be able to write about the financial records he works with in 
clear, easily understandable language. He is responsible for keeping hotel employees 
informed on financial matters that pertain to them. 

Some duties you will encounter as you take over Pat's work are . . . 




WRITING CLEAR INSTRUCTIONS 



I 

i 



This advertisement about ski package discount plans at The Alpen Inn Hotel 
will appear in newspapers and magazines throughout the United States. Before the 
hotel begins receiving inquiries about the discount plans, hotel employees must 
be familiar with the plans. 

Instructions : Patrick Carney, hotel accountant, has asked you to re-write 
this memo in clear, understandable sentences before the memo is distributed to 
hotel employees. 



OFFICE MEMO 

TO: All Hotel Errployees Dftte October Sj 19^ 

FROM: Patrick Carney ^ Hotel Accountant 

SUBJECT: New Paokage Ski Discount Plans 

REMARKS: The kotdi l& now oU^^9 ^^m' 
pacfeage p^ani and li> advzfvtUing thm thAoughoivt tkz 
UyvUtd Statz^ to cuttKact ptople. to Aipm iOK 6ivUng 
and to The. Alpen Inn Hotel iofi lodQ^ng at the hixte o^ 
$U0 ion ilve day& on $185 iofi dayi depending on 
which plan they ahoo&e, fLmmbeJiing that a ilU package 
ducoant can not be claJjned by a family aUeady fieceXv 
Ajig the icduced {^amUy nxite. 



ir YW WANT 
FANTASTIC SKlINS. 
Cy£ TO A5r£N 




OFFICE MEMO 

TO: An Hotel Employees j^^^^ 
FROM: Patrick Carney, Hotel Accountant 
SUBJECT: New Package Ski Discount Plans 
REMARKS: 



5,19- 



If >ou want jrc4:_ 
lodging, sto/ 4t ' 
Alptn inn Hotel , f^*" 

skf picuge pUns. 
write: 
THE AlPEN !r« *OTtl 
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ANALYZING FINANCIAL RECORDS 



An important part of Pat Carney job as 
hotel accountant Is to keep the hotel mana- 

•r, Howard Reeves, informed of the net 
come made by various hotel departments. 

Pat prepared the "Income Statement" at 
the right to show how the hotel coffee shop 
income for this year compares with the in- 
come for last year. He discovers that 
although sales have increased this year, 
income is less because of increased costs. 
His notes below contain sentence fragments 
that must be made into complete sentences 
before the memorandum is typed and sent to 
Mr. Reeves. 

INSTRUCTIONS: Pat has marked the first 
paragraph to show how a sentence fragment 
can be made part of a complete sentence. 
You are to use the same procedure to show 
how you would make the sentence fragments 
in the other paragraphs into complete 
sentences. The office memo will then be 
typed and sent to Howard Reeves. 



ALPEN INN HOTEL 
Restaurant Operations 
Income Statement 



SALES $678,400 

Less: 

COSTS & EXPENSES . -569,200 
NET INCOME • . . . $109,200 



Last Year This Year 
$698,600 



-607,300 



$ 91,300 



Change in Net Income 

Net Income, Last Year $ 109,200 

Net Income, This Year ^ 91,300 

DECREASE IN NET INCOME . . . $ 17,900 
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OFFICE MEMO 



To: Uoii^oAd Reeu&A 

From: Po^ CoAncy 

Subject: RutauMnt pHJoiitt^ 



Date: ocxoba^ 5, 197- 



OuA KUtaivuxnZ 6oX2A> ioK SQ,ptQ.viyZK totaled ^(*9S,600j^^ coruld^Aahlc 

How^vcK, tilt co6t 0^ op^^icuUng ouA KUtamuxntJb hcus of-Ao gona up. I'UvUz 
ou/i p^ce>6 have, ^emcuned the 6am2.. 

But, ou/i noX inaome Jj^ £e44 than It u^a6 a yoxin. ago. Euen though 

tncomz ^Kom 6ala> l6 kigheA than Za^t (/eoA. 

T/ie tJimd to^ojid io^dK pnjo^iu ma6t not continue. OViencucA ouA ao6t^ go up. 

ft'e 6houtd Imadlataly njouat tiie phltu tn oua KeJ>taiJAant/> . 
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HOW WOULD I LIKE THIS CAREER? 

The traits listed below are helpful in the 
accounting profession. Place a checkmark 
beside those traits you possess. 

a. I enjoy math. 

^b. When I am faced with a problem, I 

stick with it until I solve it. 

c. I don^t get frustrated when I have 

to explain things to people over 
and over again. 

d. I can sit and concentrate on something even if there is activity 

going on around me. 

e. I can look at an article or story and then summarize it accurately 

in a few sentences. 

f. I am loyal to people or ideas I believe in. 

g. I can express my ideas clearly in writing. 

^h. I like to work with people. 



^i. It doesn^t bother me to work under the pressure of deadlines. 

I can keep important information secret. 

On the blanks at the left, list four duties of an accountant. On the right, 
put the letters of the traits above that may be helpful when performing the 
duties you listed. 



Writing clear instructions 



3. Do your personal strengths match those needed by an accountant? YES NO 

Explain: 



4. Would you like to be an accountant? YES NO 

Why? 



ERLC 



(Simulation Page 6) 

m 



UNIT 7 



USING PARAGRAPHS as a 



GENERAL OFFICE WORKER for the 



Aspen Ski Corporation 



PURPOSE 

The purpose of this unit is to help students reinforce their knowledge of 
paragraph development and use of reference material while acquainting them with the 
type of work performed by a GENERAL OFFICE WORKER. 

MAJOR ACTIVITIES 

The major activity in this unit is a six-page simulation of the work performed 
by Ken Eubanks, a general office worker for the Aspen Ski Corporation— an organiza- 
tion which owns and operates hotels, ski shops, restaurants, and other businesses 
in Aspen, Colorado. 

The simulation contains activities which might be typical of those performed 
by general office workers in other organizations, and each activity requires 
students to apply their knowledge of paragraph development to an office situation. 
The suggested procedures for administering the simulation are as follow: 

Before Class Begins: 

1. Duplicate enough copies of the simulation packet (white sheets at the end of 
this unit) to provide each student with a copy. 

2. Read "Background Information on General Office Workers" on page 124. 




During Class : 

1. Distribute the simulation packets, reading and discussing the first page with 
students. Suggested discussion topics are given in the teacher's key which 
begins on page 118. 

2. Ask students to complete pages 2 through 5 of the simulation. While they do 
this, you may wish to read through the teacher's key. 

3. When students have finished the first five pages, go through the simulation 
with them. Check answers and discuss paragraph development and the other 
topics shown in the teacher's key. 

4. After checking the simulation exercises, have students turn to pages of 
the simulation packet to answer the questions and discuss the topics at the 
top of the page. 

5. If time permits, use one or more of the discussion topics or activities listed 
on the following page to conclude the unit. 
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OPTIONAL ACTIVITIES 



1*^ Most office workers should be familiar with procedures for placing long 
^ distance phone calls. Have students use the following "Phone Book Infor- 
mation Pages" (adapted from Bell Directory) to find answers to the questions 
shown on the page entitled "Information, Please." Duplicate the two "Phone 
Book Information Pages" and the page of "Information^ Please" questions (pp. 115-7) 
before class so that each student will have a copy for desk use. 

Nearly all office workers use various reference books on their jobs. Give 
students an opportunity to use references by asking them to find answers 
to questions such as those shown below. (You should, of course, provide 
the required references and a sheet containing the questions to be answered.) 



Sample Questions : 



1 



8 



10 



What is the correct spelling of the word "occassional ly" 
(occasionally) 

How many syllables are in the word "particular"? Draw 
a vertical line after each syllable. (4; par| ticj uj lar) 

What is the name, address, and' telephone number of two 
local hardware stores? (See your local directory) - 

What is the telephone number for local directory assis- 
tance? (See your local directory) 

What is the telephone number for the superintendent of 
schools? (See your local directory.) 



Reference 



Dictionary 

20,000 Words or 
Dictionary 

Phone book; 
Yellow Pages 

Phone book: 
Front Pages 

Phone book: 

White or Yellow Pages 



What is the zip code for the Christopher Inn in Columbus, Zip Code 
Ohio, at 300 East Broadway? (43215) Directory 

What is the zip code for Fort Collins, Colorado? (80521) Zip Code 

Directory 

What are the order number and cost of the most expensive 

boy's bicycle in the catalog? (See catalog) Catalog 

What are the order numbers and prices of the two items 

in the catalog you would most like to have? (See catalog) Catalog 



What is another name for a scallion? (onion) 



Thesaurus or 
Dictionary 



References needed: Dictionary; Phone Book (white and yellow pages) 

Zip Code Directory; Catalog; and Thesaurus (op- 
tional). You might also show students references 
written specifically for office workers (such as 
The Secretary's Handbook. ) 



Ask students to submTt questions they would like answered. Write or have a 
student write the questions on the chalkboard. Get the class to decide where 
the answer to each question could most easily be found. Explain that looking 
up information is a large part of general office work. 
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4#^Have each student write a paragraph giving directions from school to his or 
her home. Suggest to students that they illustrate their directions with 
simple maps or diagrams. Have students read one another's paragraphs and tell 
whether they think the directions are clear and easy to follow* 



FIEU) TRIP 

. . . to a local recreation or hospitality business to observe the complete 
operation of the business and learn about careers in the hospitality 
industry, including the job of general office worker. 

. . . to any local business, such as an insurance company or bank, that 
employs general office workers to learn more about the variety of 
duties performed by a general office worker. 

(See Field Trip Guide in Appendix for field trip procedures. ) 

INTERVIEW 



... a general office worker from a resort or recreation business in your area. 
... a general office worker from any local firm. 

... any employee who is working at an occupation in the hospitality and 
recreation area that the students are interested in knowing more 
about. 

(See Interview Guide in Appendix for procedures on conducting a group 
interview. } 

ADDITIONAL XCUPATIONS IN THE HOSPITALITY AND 
RECREATION INDUSTRY THAT STUENTS mV WISH TO BPm.\ 

Tour director 
Golf club manager 
Theater manager 
Hobby shop director 
Booking agent 
Business agent 
Recreation center director 
Ticket seller 
Travel counselor 

Salesperson, amusement and sporting 
goods, hobbies and crafts, novelties, 
photographic equipment 



1Z7 
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INFORMATION, PLEASE 



Directions: Answer the following questions by referring to the 
Phone Book Information Pages distributed by your teacher or to 
your local telephone directory. 



1. At what time does the Night Rate (lowest rate) go into effect on 
customer-dialed calls? 



2. In what time zone is Wyoming? „ 

3. What is the area code for Mexico? _ 

4. What long distance number would you dial to get Directory Assis- 
tance in Arizona? _ 

5. What is the complete number you would dial if you were calling 
874-2234 in Denver, Colorado? * _ 

^ 6. What is the area code for San Francisco, California? ^ 

7. At what time is the Evening Rate in effect on operator-assisted 
calls? ^ 

8. What rate is in effect at 10 a.m. on Christmas Day? _ 

9. What time is it in Raleigh, North Carolina, when it is 2 o'clock 
in Billings, Montana? • • • 

10. What is the area code for Hawaii? _ 
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PHONE BOOK INFORMATION PAGES 
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TO 
•JO Ml 


HATE 


SAYKATt. 


TO 




,JLVCWM0IUT1^ 


Mi AM 


MOKTMATC 









i.OOAM 




DAY HATE * 


TO 






i:ooni 






•liorM 

"i«A*r 


*' 

.tufttManATC 



appl7<r5mXW^*irf Mrmglirw ifplyTfim -n-pM>#-rAMnnwniMi4iy #cairt ^ Sat, tr Sua, 
Sat aii4 Sm. raf«f afWr- 



plac« 



area codes for some cities 

or*o co<i« plac« arao cocfe p(aca 



I co<l« 



AlAIAMA . 

all locations. 



ALASKA 

all locationi 



AUZONA 
ail locoi!onft 



ARKANSAS 

oil locations 



CAUfORNI^ 
AiKih«{m 

Artodte' 
Auburn 

C9mpt«f\ 

Covina ;* 

Evrtka 
Fraino 

Ilti l >wiaJ 
Ufif l#«ch 



305 



?07 ■ 



602 



50t- 



• 714. 
209^ 

toy 

5l3r 

714' 

707 

209 

^11 

213 

213 



DEUWARE 
oil locationt 



DISTRICT OF 
CdlUMBIA 
all IbcaHont ' 



302 



202 



FLORIDA 

Ft.Myars 813 
Jocktonvilla 904 
Miami 305 
Wait Palm Beach 305 



ICANSAS 
Augusta ^ 
CoftayvilU 
Dodga City 
Emporia 
Cardan Gty 
fCansoft City 
taavenwoHh- 
Solino ' 
Topaka 
Wichita 



KENTUCKY 

Uxingtorv 

lo'uisvin^ 



316 
316. 
316 
3)6. 
.316 
'913' 
913 
913 
913 
316 



606 

502 



GEOftGIA 

.Atiatitd 
Augusta 
Iruniwick 

'Sovonnah 



HAWAII . 
aft locations 



ItTAHO 
oil locations 



404- 
404 
912 
912 



SOI 



lOUtSlAHA 

to ton Rouga 504- 

New OrUans 504 

Shreveport 31t 



AAAINE 

all locations 207 



MARYLAND 

oTl focotions 301 



j>tac« • aroo 


cod« 


MISSOURI 




, Kansoft City 


116 


St. Joseph 


116 


St. Louis 


314 


SpringfialcT 


417 


MONTAMA 




all locations. 


406 


NEIRASKA 




Chadron 


301 


Cozad 


308 


Grand Islo nd 


308 


Holdradg* 


308 


KImbolL - ' ' 


308 


Lincoln 


402 


AAitchatI ' 


308 


North Plottv 


308 


OgoJIalo 


301 


OmoRa ' 


402 


"Scottsbfuff 


308 


Sidney 


308 


NEVADA 




all locations 


702 


NEW HAMPSHIRE- 


oil locations 


603 


NEW JERbtY 




Asbury Pork 


201 


^jariayG>^^ 





ploco 



aroo code 



OHIO 

Akron ^ 216 

Cincinndii 513 

Cleveland 216 

Columbus 614, 

Dayton 513 

Springfield 513 

Toledo 419 

Youngstown 216 

OKLAHOMA 

BartlasviMe 918 

Oklahoma Gty 405 

Tulsa 918 



OREGON 
all locatioMt 

PENNSYLVANIA^ 

Aitoona 

Erie 

Philadelphia 

Pittsburgh 

Reading 

Scronton 

Wiiket-ioo'e 



503 



•U 

814 

215. 
412 
215 
717 
717. 



RHODE ISLAND 

all locatiom 401 

SOUTH CAROUNA . 



all locations 



803 
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UNIT 7 
TEACHER'S KEY 



Simulation Page 1 



Go over page 1 of the simulation 
activity with students. 

a. Ask students whether they 
are acquainted with any 
people who work as general 
office workers. 

b. If some students say yes, 
ask in what type organiza- 
tion the general office 
worker is employed. 

c. Ask the students to describe 
the type of work they think 
the general office workers 
they know perform. 



In a discussion develop the idea 
that a general office worker 
performs a variety of activities on 
the job. These activities often 
include: 

—editing and typing (and in some 
cases composing) letters, memo- 
randums, and reports. 

--recording and comparing data) 
processing other types of 
information. 

—following directions and 
giving directions to others. 

--answering the telephone and 
opening and sorting mail. 

--keeping financial records. 

In performing these activities they 
use various office machines such as 
typewriters, calculators, adding 
machines, copying machines, etc. 



«t; 

MAT tS A 60IGML OFFICE WtOm 

Tm art prcp«r1nf to Ukc tht pUct of Ktn Eubtnks <s « 9enir«l offict 
mrkwr for Uh Asptn Ski Corporitlon. Scat 0/ Urn act1vit1t5 you to 
iRVOlvti In Includt. . *. 




L EblTlNG A mNUSOtlPT 





?. GrviNG l^«wK^TIOK and 
oiRen'ioNs 




^. Siting a report 



1M 
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Simulation Page 2 



CHECK: 



Be sure that each of the questions 
asked by Georgia Davis is answered 
in paragraph form. Each student 
should have included the 
following: 

1. Denver and Grand Junction 
have commercial 
airports. 

2. A traveler uses Interstate 70 
to reach Aspen from Denver. 

3. It is approximately 175 
miles from Denver to 
Aspen. 

A sample reply is shown in the 
illustration at the right. 



Km Eu^kt Is « ftn«r4l off^ nvrktr for As^ Ski CorfMrtClon. Since U>c 
Zmrf^Mti^m mm% thrm ski «re«s. t.«o hotiU« MM tffht r«sUur4nts In AspcA. rtquesU 
ftr InftfMtlM About ^p*n or ficilUlcs art rtctWi4 UUy U tht corporation's Min 

QfflCt. 

•Instrtjctions: Th« following iness4g« requesting Information w«s received fn 
today's Mil. JTnce Ken Cubanks is a»#ay on vacation, you oust refer to tfte map of 
Colorado to securt the Infomation needed to answer the questions In this message. 
After you have gathered the infonucion needed to answer these questions, write a 
one-Hragraph reply In the space provided. 




t 



so 100 150 vlles 



ScAle 



Aapeit Ski CofipofutUon 

"aI^T ccCo^' mil 



tnUArtMjUoivU StCAtiexitt Aaan. 
1901 A/UinQtan Ayjtmt 



WTE: 



ff33/^. Oixx gwup viilt bt kotduig a convtntLon in Aapen nvU, inonth^ and I hivi 
a««c ttuatcofU about Cola>uido aZipoMA and hat Xo $tt io Auptn (fioa Vxvn. 
Ilouti you plout Acpfy to tht ioLLaUng qutitUinit 

I. ykUk tPvjKi in Coiaieid0 keivt ccimitxcJAl cUxpoAXi? 2. Hh&Z JrXtAAtait 
fctcfuMi/ do t uie t0 Hex /Acn Otnvtx to Aivent 3. iChaX i* tht arp^xxi<vx£e 



Gtotglci Varfii 

Signed - - 



SlGNQ) . C't"*i'1^1*-''*-7T-"-*''»'' - - - 



(Slnjlatjjj Pjge 2) 
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Simulation Page 3 



CHECK: 

The paragraphs shown in the 
Ski Condition Report at the 
right are given as examples 
of the types of paragraphs 
students might write. 

Check the paragraphs written 
by students to see that they 
are paragraphed logically. 
For example, weather conditions 
might be described in one 
paragraph and information 
about which ski trails are 
open and which, ones are closed 
might be described in another 
paragraph. 



Optional Discussion Topic 

•Ask students why the Aspen 
Ski Corporation gives the 
"Aspen Ski Condition Report" 
away free. (Possible 
answers: for publicity; to 
create goodwill; public 
service, etc. ) 

•Ask students to name some 
businesses in their own 
community that publish 
free newspapers or reports. 

Develop the idea that in our 
enterprise system many 
businesses provide public 
service—for whatever 
reasons. 



MUTM Ancmr 



Each day the Aspen Ski Corporation issues a 
oiM-sheet "Aspen Ski Condition Report* which is 
fivtn out free at restaurants and other 
businesses in Aspen. 

One of Ken*s tasks as general office 
iforktr for the Aspen Ski Corporation I5 to pre- 
pare this report. He collects Information like 
that shown at the right from the Ski Patrol and 
Wis the Information to write a paragraph or 
two describing the weather conditions and 
tilling what trails are open and closed. 

In the first line of the Ski Condition Re- 
port, Ken always begins with a statement telling 
whether the skiing conditions are excel lent » 
fOOd> fair* or poor. Then he supports this 
statwnent by describing the weather conditions. 
He ends the report by telling what ski trails 
art closed and what previously closed trails 
have been reopened. 

Instructions; Ken has written the first 
sentence of today's report on the form below. 
He left the form for you to finish by writing 
a oaragraph or two using the Information 
given In the Ski Patrol Report at the right. 



ISKI PATROL REPORT 



Date! Jdfvuuvuf /(?> ^97- 

New Snow: 3 inchti 

Condlcloa of 

new snow: Vfiy pOiDdtA 

Dtptb of mow 

bM«: 40 4JicheA 

Weather: 35 ^ 40 dlQKtU, 

Wind: OuZ oi WW, 4-k ttm 

Skilns Conditions: 

^TULtXJbtAt on bctk 
upptA S Z(7taeA ^ItftA* 

Keaerks: 

Clo^td duz to avotonc/ie*' 
— At£ iiki tAolU on Sun Ut, 
"Ski VmiU on wa>Wu\ Umpu 
oi SladU 

Keopcjte^f today. 



THE ASPEH SKI CONDITION REPORT 



Put>Lv9t\x<i datly itovtr\b4r tHrougfi AprvL 
CorrplvtrnttM of th« ABPen Ski Corporation 



Tht afccut^ condltiotu ok tht Axptn Alopti oajl txaUlouC toda^* 

Jht 6lopa^ cJit covQA.Q.d mXh 3 inches neio 
povodoA mow ove/L a 40 -Inch b(UQ.. Tht tmpoAxi- 
tvJit U txptctzd to Kdddh 35-40^ today, and thz 
^kltt mZl be cZexvi. The, u)ind ^ oat o^ thz 
noHthw^t at 4-6 mile^ poJi hovJi. 

All 6kt tAcuJU on San Hoantatn and t/iaUA 
on tht voUtM^n 6lopt o^ Sladt6 Hountatn oAt 
clo6td due, to avalanahu. TaoIU on Navajo 
tioayitaln and Ha£jJ lAoon UountcUn havz been >^e- 
openect. 
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Simulation Page 4 
CHECK: 

The article on the right has 
three sentences that do not 
relate to the subject of 
the article. Go over the 
article with the students 
and point out the 
sentences that should be 
crossed out. 



Optional Discussion Topics 

Ask students what topics 
the paragraphs focus 
around, and what the 
topic sentence is. 



Aspen Ski Corporation is go1n9 to hoU mttur ski competition during tht 
coming sK seJlon! Before the ski 'e. son begins, • story .dverttsing the 
HASTAR ski races will be released from ASC httdquarttrs. 

' Instructions: Before r«l«as1ng the story below, read it and draw i lint 
through all the sentences that don't pertain to the subject matter of th# articit. 



1975 NASTAR Ski Races 
in the Rocky Mountain West 



COliORADO 



Atptn Hightafftfs 

Unuary II.U.U.It.23.24.25.30JJ 

Afol 3.4 5.10 



NASTAR is your chance to find out how good 
you really are by testing your skiing ability 
against the clock in an easy-to-skl slalom race. 

Entering is as easy as buying a lift ticket. 



W > Krt j aw s U i l f jUcVi m the iwen ey 
ptOMlt tan Ajpeu t i kli t wi i M yhetto. Pick any of the dates listed 
here and show up on the day of a race. For a maximum $3 entry fee each 
participant gets a NASTAR racing bib and a chance to win a medal. ^*«« 

■ 3k!l ei 3 end up w ith ii uUtiity to sho w but • ml on th eii 1^9 • " ^ ' 

■ a pa1w < mp i' e»1 aw an »h e1 r fa ce r 
On the day of a race, the pacesetter at Aspen Highlands will make two 
runs over the course before anyone else. At Aapcn lllfhlanrfj yt« •»« 
-t« k e juui ikiliiif auj n aj jou .,,,1 it sl i ulgiit up. o n iht roe lm. ir ■ 
w<»h a twUt. His best time, corrected by his national handicap, 
esublishes the sUndard-or par-.for the day. Then it's all up to you! 
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Simulation Page 5 



CHECK: 



Students should have 
placed a checkmark by 
each item on the post 
card since each question 
has been answered in 
Ken Eubank's letter. 

Students should have 
placed paragraph marks 
(^) in the letter to 
Ms. Acorn as shown in 
the illustration at the 
right. If they have 
paragraphed in a way 
other than shown, they 
should be given an 
opportunity to explain 
the reason they paragraphed 
as they did. 

Explain to students that one- 
sentence paragraphs are accept- 
able--and in some cases preferred- 
in business writing. The purpose 
of business writing is to provide 
the reader with necessary infor- 
mation in clear, precise form-- 
without embellishment. 

Compare the purpose of business 
writing with that of creative 
writing. 



CONfMING IMFORmTION 
The following post card cmw in today's mail: 



{M I* UfiM Oil Pwrrc* *iAm*t md Km Um^ mil U $tk% C» 

ScWe «» C0m t0 f*PV^ i*^ « ^ « ty* -AUc I m xktM. miwt m,>iU 



Below is a handwritten draft of the letter Ken has written in answer to 
Ms. Acorn. He asks you to read through the draft before U is typed to 
be sure he has answered all Ms. Acorn's questions. He also asks you to 
Mrk his draft to show where it should be divided into paragraphs. 
Instructions : Compare Ms. Acorn's post card to Ken's letter to see whether 
he has answered all her questions. Place a check mark (*^) by each question 
on the post card if you find the answer to that question in Ken s letter. 

Then read the letter again and show where new paragraphs should begin by 
Mking a mark like this:** (where each new paragraph should begin} 

(CxMole: . .The ladies are staying at the hotel ^The weather is good 
for this time of year, and the tennis match will take place as planned. • } 



Aiptn U LocaZuI abotxt ZOO nuXti inom VtnvtA, and you can dxivt 
thtJit i^n tht VtnvtK alxpofU in about 4'^ to 5V houAA, dtptnding 
on XAjdUic and wtAthtA cjondJdUon^^ ^ouk Kt^tKuaXXon at tJit Atpon 
Inn HotU U coniVuntd iox NovtnbtA /7-25. YouA. fu>om viilL havt 
Xwtrt btdi 10 you and youx AUteA am ^ha/it cl naom ii ^ht dtcid&* 
to comt to Aiptn otio^Wt ha,vt txcttlvu itt ajuVuiUo/u <n Mptn, 
and MkUng luAoni tnay fat oAAangtd at tht hottl upon youX OAAMfot. 
^ Act Akibig tquipntnt, incJbidinQ ifec bootk, nay bt Mnttd at tht 
ikl Mkop in tht hottt ox at othtx ifct ihcpi in town. 

SinctAtUj youAA, 

Ktn tubanki 
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Simulation Page 6 



The purpose of the questions 
on page 6 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
expJorBd\in this SLimulation. 

Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify resources to which 
students who are interested 
in this occupation can go 
to explore the occupation 
further. Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 



MJU X Lltt WIS Vm OF CAIKW 



1. riK* t chtdPtrfc k«s14t thi usks \\%U4 b«1« thtt you wMltf IfU 



Optfi mt4 rtad mil 

Mlvt ynib}«M 

Fljun iw«»U's p«y 

QHrtti M t'lactrwlc 
ctloiUUr 



RtctH orders ovtr tlit 



UHte Ittttrs 

Amwor fhom and take 
■nsafts 

filvt Inforvatlon to p«op1e 



IiitirflaM custoPtrs 
. tef 11a rtports 
All f tht abovt are activities that a 6«wral Office Worker alght parfom. 

t, MmU ytxi like t» bt a gefwrtl office worker? re s Ho 

J, MMt strenfthj de you fMl yoM have that comU be used In this occupatlonT 
(Extf^l*: I «« frTeMly»'|et along m11 with others, and so forth.) 



•mral office workers are ecployed In nearly every kind oTbuslness. If 
Mrted es e general office worker, whet types of businesses would you 
Mt enjv wrfclng In? 



(Sleeiletlon^age 6} 
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BACKGROUND INFORMATION ON GENERAL OFFICE WORKERS 



Today 'r> loorld is a business world. The demand fov recordkeeping and 
hurdncor* data analysis is unprecedented* Office occupations compriee a 
large segment of the labor force of the nation. The office worker is 
occupied with the vast amount of information processing required in this 
business world. Office workers gather^ process^ and analyze information 
upon which important decisions are made. The tasks they perform are ones 
that Require basic office skills and a great deal of flexibility. 

In spite of the mushrooming growth of electronic data processing 
technology^ the need for clerical workers is expanding rather than decreasing. 
In 1965 J there were II million employed office workers^ in 1972^ 14 million. 
According to Department of Labor projections j ct least 350^000 new clerical 
and related Jobs will be added each year during the next decade; and at 
least ZSO^OOO additional clerical workers will be needed yearly to replace 
office workers who retire or leaoe their Jobs for various reasons. 

The basic functions of business and office work have not changed much 
regardless of the sophisticated technology and improved office environment. 
General office workers in their administrative support role still keep 
records and type correspondence^ operate office machines ^ place telephone 
aalls^ answer telephones^ take messages^ greet clients^ file and retrieve 
business information^ and so forth. Below is a summary of the varied duties 
that fall into the broad area of general office worker's tasks: 



Compiling records and reports 
Tabulating and posting data 



'Copying data 

* Recording orders 

* Giving information to siiper- 
visorj customers^ and others 

* Receiving y paying outj and 
balancing cash 

•Preparing inventories 

•Operati'^ig office machines 
Capabilities and skills required of a general office worker include 
-Minimum graduation from high school 
'Spelling^ grammar ^ and reading comprehension 
-Some familiarity with business subjects 
• Abilitrj to follow directions 

•Aptitude in ar-itlmetic 



Computing wages^ taxesy premiums^ 
commissions^ and payments 

Preparing^ issuing^ and sending out 
receipts y bills ^ etc. 

Adjusting complaints 

Handling mail 
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sum fWERIALS 



Following is a six-pa,ge "General Office Worker" simulation 
which is to be duplicated, collated, and stapled into packets 
for student use. 

The simulation contains typical activities performed by a 
a general office worker and requires students to write paragraphs 
or make decisions regarding what should or should not be included 
in paragraphs. 

The Teacher's Key and Discussion Guide for the simulation 
are found on the preceding' pages. 
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UNIT 7 



WHAT IS A GENERAL OFFICE WORKER? 

•You are preparing to take the place of Ken Eubanks as a general office 
worker for the Aspen Ski Corporation, Some of the activities you will be 
involved in include. . . 




GIVING UNDERSTANDABLE DIRECTIONS 



Ken Eubanks is a general office worker for Aspen Ski Corporation. Since the 
Corporation owns three ski areas, two hotels, and eight restaurants in Aspen, requests 
for information about Aspen or facilities are received daily at the corporation's main 
office. 

Instructions : The following message requesting information was received in 
today's mail. Since Ken Eubanks is away on vacation, you must refer to the map of 
Colorado to secure the information needed to answer the questions in this message. 
After you have gathered the information needed to answer these questions, write a 
one-paragraph reply in the space provided. 
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L£g£NP 

INTItSTAn 
@ STATE 

7( COHMCfCIM. AmrORTS 



50 100 150 miles 



Scale 



; JQj Htadqua/UOAA 

A^ptn Sbl Co^po^icutlon 
A6pe,n, CotoKado SI 611 



2901 Mlngton Auenae 
Independence, MO 640S1 



DATE: 



StptmboA 4, 19" 



MESSAGE* 9^oap \JoUJi bt holding a convzntion ^n A^pen nexi month, and I havz 

-6ome qautioyu> about ColoHjodo cuApont^ and hou) to get to A6ptn i^om thm. 

Would you plojUQ, Kzply to tht {^olZoiotng qun^tAjom? 

1. Whtch town^ in ColonMo have, aommeAclaZ cuApoht^? 2. \tihat. lYitoMtatt^ 
hlqhmy do I oie to qeX f^Mm VznvoA to A^mn? 3. What t6 thzjiw^o)U)i]c^ 
mU^taat f^/iom VtnvoA to A^pen? 



Signed 



Ge,o^gta VavAJ> 



REPLY: 



Signed 



(Simulatjj^ Page 2) 



WRITING A REPORT 



Each day the Aspen Ski Corporation issues a 
one-sheet "Aspen Ski Condition Report" which is 
given out free at restaurants and other 
businesses in Aspen, 

One of Ken's tasks as general office 
worker for the Aspen Ski Corporation is to pre- 
pare this report. He collects information like 
that shown at the right from the Ski Patrol and 
uses the information to write a paragraph or 
two describing the weather conditions and 
telling what trails are open and closed. 

In the first line of the Ski Condition Re- 
port, Ken always begins with a statement telling 
whether the skiing conditions are excellent, 
good, fair, or poor. Then he supports this 
statement by describing the weather conditions. 
He ends the report by telling what ski trails 
are closed and what previously closed trails 
have been reopened. 

Instructions: Ken has written the first 
sentence of today's report on the form below. 
He left the form for you, to finish by writing 
a paragraph or two using the information 
given in the Ski Patrol Report at the right. 



SKI PATROL REPORT 



Date : Janua/iy 10. 197- 

New Snow: 3 inchz6 

Condition of 

new snow: V^y poi^xieA 

Depth of snow 

base: 40 Znch^6 

Weather: 35 to 40 dZQKZQM, 
qJLqjjji ^fUz6. 



Wind: 



Out oi m, 4-6 MPH 



Skiing Conditions: 

Excettefti on both 

upp2A S JtO(J02A 6lopU . 

Remarks : 

Clo6zd due to avalanahz: 
"Att ^fU txaiU on 5un Mt. 
Ski tAxiiJU on uozitoAn 6Zopt6 
oi SiadoM Ht. 

Reopened today: 
"Navajo hit. ^fU t/uUl6 
"Halj Uoon Ht. 6kl tMUU 



THE ASPEN SKI CONDITION REPORT 

PubViaMd (tally November tnr<Mgh April ~ 
Complimenta of the Aepen Ski Corporation 

JanuoJiy JJ 

Thz 6kloig concUXiom on thz. AApen 6topti one. e.xc£JLUnt today. 
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EDITING ARTICLES 

Asnpn Ski CorDoration is going to host amateur ski competition during the 
coming ski sea on! Tefore the ski 'season begins, a story advertising the 
NASTAR ski races will be released from ASC headquarters. 

InstructioniJ Before releas1nc| the story below, read It and draw a line 
througfi a I I the sentences that don 't pertain to the subject matter of thP article, 




1975 NASTAR Ski Races 
in the Rocky Mountain West 




Aspen Highlands 

January 11,16,17,18,23,24,25,30,31 
Fabruary 1,6,7,8,13,14,15,20,21,22, 
27.28 

March 1,6.7,8,13,14,15,20,21.22,27. 
28.29 

April 3.4.SJQ _ 



NASTAR is your chance to find out how good 
you really are by testing your skiing ability 
against the clock in an easy-to-ski slalom race. 



Entering is as easy as buying a lift ticket. 
When you start to shell out the money for" a lift ticket you'll know why 
people call Aspen a rich man's ghetto. Pick any of the dates listed 
here and show up on the day of a race. For a maximum $3 entry fee each 
participant gets a NASTAR racing bib and a chance to win a medal. Some 
skiiers end up with nothing to show but a cast on their broken leg and 
a pained expression on their face. 

On the day of a race, the pacesetter at Aspen Highlands will make two 
runs over the course before anyone else. At Aspen Highlands you can 
take your skiing any way you want it— straight up, on the rocks, or 
with a twist. His best time, corrected by his national handicap, 
establishes the standard-or par--for the day. Then it's all up to youl 
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COMPARING INFORMATION 
The following post card came in today's mail: 



Somt til* MO t Mdt AMMwation* (U iht Kt^ Inn HoUl ioi Moi/wbt* 17-25. 
UUl you UconiVm mf nutwa^ioru witfc tht hottt. AUo, pltMt tUZ at- 

I. HoM <<u X» A*p«n inom Oil VenvtA euAporU and houi long wiU It takt to 
dHivi i>um tkt cuApoM to Aipwif 

f C<tn thi hottt givi ft a. i^inatt won uxUk tuin fcecUf «(/ t-UtM. »ay 

<S AipM ioiCcL day OK too ^UU 1 cm ihtAt. and wt mxM 

likt to thoAt « ■won ■'■i *he. dou. 

3. I vUU viant tkUng ttiiou: imit I oAJuuigt ion a. iki inttJuiaXon btiom 
I fcwivt -in Aiptnr 

4. VUl 1 6t abtt to KtrX aU tht nictnaJiy tki tqaiprntnt U Aiptn, 
inttudins *tt bootl'! 

Euiuct Acow 



Below is a handwritten dr?ft of the letter Ken has written in answer to 

Ms. Acorn. He asks you to read through the draft before it is typed to 

be sure he has answered all Ms. Acorn's questions. He also asks you to 
mark his draft to show where it should be divided into paragraphs. 

Instructions : Compare Ms. Acorn's post card to Ken's letter to see whether 
he has answered all her questions. Place a check mark (i^) by each question 
on the post card if you find the answer to that question in Ken's letter. 

Then read the letter again and show where new paragraphs should begin by 
making a mark like this:4P (where each new paragraph should begin) 



(Example: ". . .The ladies are staying at the hotel ilPThe weather is good 
for this time of year, and the tennis match will take place as planned. 
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VzoA Acorn: 

A<spen X6 toaattd about 200 mU.u in,om VesivoA, and you can d/Uvz 
tlwiz i^om thz PenucA aJjiponX in abotvt 4k to Sk hotm, do^pending 
on tJijaiilc and uoeMhoA condWjon^. VovJi n^umjotion at thz Alpm 
Inn HoteZ t6 con^lnmzd ioK HovmbdA 17-25. VouA Koom i^ltl ha\)z 
tijoln bzd6 40 you and yoa/i 6t6tQA can 6haAz a Koom t^ dzcldoj^ 
to aomz to k^pzn oXmo. We /uiue zxctZliLnt ^kt iMtnjuQXou in A^pcn, 
and 6kiAng lz66on6 may be oMjanQzd at thz hotoZ upon yovJi a/iAlval. 
AJU skiing zquLptnznt, incZuding 6kt boot6, may be Kzntzd at tht 
6fu 6hop in tht hottt o/i at othoA 6kt 6hop6 in torn. 

SincQAoZy youn^, 

Ken Eabanfe6 
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WOULD I LIKE THIS TYPE OF CAREER? 



1. Place a checkmark beside the tasks listed below that you would like 
to do: 



Open and read mall Prepare bills 



Handle complaints and Record orders over the 

solve problems phone 

Figure people's pay Write letters 

Operate an electronic Answer phone and take 

calculator messages 

Interview customers Give information to people 

Compile reports 



All of the above are activities that a General Office Worker -might perform. 

2. Would you like to be a general office worker? Yes No , 

3. What strengths do you feel you have that could be used In this occupation? 
(.Example: I am friendly, get along well with others, and so forth.) 



ERIC 



4. General office workers are employed In nearly every kind of business. If 
you worked as a general office worker, what types of businesses would you 
most enjoy working In? 
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UNITS 



WRITING iniERS OF APPLICATION m 
RESUIES 

PURPOSE 



The purpose of this unit is to show students 
that the ability to write is important when 
applying for a job. 



flAJOR ACTIVITY 



The major activity of this unit consists of 
having students apply for a job by writing letters 
of application and preparing personal resunes. The 
activity is designed to encourage students to 
review and analyze their own backgrounds and to 
give them experience in writing application letters 
and filling in personal data (resume) forms. 

PROCEDURES 

Duplicate pages 134 and 135 and distribute copies to students. Then follow 
these procedures: 

1. Read the information and instruction on top of page 134 with the students. 

2. Ask students to read the Daily News advertisements on the bottom half of 
■ page 134 and select one job for which they would like to apply. 

3. Review the sample application letter (top left side of page 134) with 
students. Point out that this letter concisely provides the type of 
information that should be included in a general letter of application. 

4. Ask students to write their own letter applying for the jobs they selected 
from the Daily News advertisements. Suggest that they use the letter at 
the top of page 134 as a model . 

5. After students have written their letters of application, have them complete 
the resume form on page 135. Tell students to predict the experiences they 
will have had by the time they are 20 years old and to fill in the form 
with this Information. 

After students have completed their letters and resumes, read and evaluate 
their completed work. Check to see that the letters contain the typt of informa- 
tion called for in the Instructions on page 134. Conclude the activity by 
discussing with students the importance that well-written, neat, and accurate 
letters of application play in getting a job. 
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OPTIONAL ACTIVITIES 

!«► Have each student interview and write the life story of an employed 
person, including information about the work performed by the person 
Interviewed and about how the person came to select the iob in which 
he is working. 

Ask the typing teacher to assist you in having the stories typed by 
typing students. Duplicate and combine the stories into a publication 
which might be titled "People/ "People at Work," "Real Life Stories » 
. or "Careers." . , 

Take students on a field trip to observe business employees at work, 
and then have students write eye. witness accounts of what they saw. 
Review the stories and select several which present different 

Have students read the stories selected to see how different 
people notice different things in the same situation. 

Select from a newspaper. TV. or radio news an incident that will interest 
^ fi^oents. Have the students think of ten questions that th«sy would 
ask if they were interviewing an eyewitness to the event. Then select 
an outgoing student to play the eyewitness and allow the members of the 
class to interview him (or her). Or. if possible, bring an actual eye- 
witness of the event-which may be a school event—to class to be Inter- 
viewed. After the interview, have each student write a story of the 
incident based on the. Information obtained during the interview. 

FIELD TRIP 

. . to a state or private employment agency to see the process that a 
person might go through in finding a job and to learn what services 
are provided by an employment agency. 

... to any local organization that employs a personnel director to learn 
what the personnel director looks for when reviewing job applications. 

(See the Held THp Guide in the Appendix for field trip proo^duree.) 
IMIERVIEW 

... a personnel director of any local organization to learn what he or she 
looks for when reviewing letters of application and restmes, and in 
conducting interviews. 

. . . a training director of any local organization to learn what qualities, 
traits., and skills he or she especially wants new employees to possess. 

(See the Intervieu) Guide in the Appendix for prooedurea to oonduat a olaee 
mtervtew, ) 
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Sample Letter* 



318 SwaUow Road 
OikUnd. CA 935Sa 
August 9, W' ' 



Mr. Ooftild Reynolds 
Ktynol^s i Associates > Inc. 
420 Tower Boulevard 
XlVtrsldc. CA $2503 

OMr Hr. Reynolds: 

Pltist consider «e as an «ppl leant for the position of 
chief systems analyst at Reynolds and Associates, Inc. 

I Ml Interested in a position with your firm because of 
Its excellent reputation for thoroughness artd reliability 
among data processing consulting firms. As shown cn the 
enclosed resune, I have been employed in the field of 
data processing for the Past ten years. Seven years as 
senior syitens analyst and 3 years as a computer progranner 
for Computer Consultants have provided ce with the 
experience necessary to step into the position vith 
your finn. 

I could be available for employment upon two weeks' 
notice. If you <iesire further Infonnatlon about my 
qualifications or would like to talk with In person» 
please call me at (415) 588-4173. I an available for 
a personal Intertiew any afternoon after 2 p««. 



APPLYING FOR A JOB 

\ Have you ever thought how you would act and 
! what you would say when applying for your first 
* job? Have you thought about what you would write 

1f you were writing a letter to apply for a job? 
'Assume that you are 20 years old and applying 

for one of the jobs described in the advertisements 
' below* 

; INSTRUCTIONS: 



Slncertly yours » 

Susan 0. Alien 
Enclosure 



V 



1. Decide for which job you want to apply. Then 
write a letter applying for the job. Address 
your letter to Office Placement Service at the 
address given below. In your letter include: 

(1) what job you are applying for; 

(2) why you are interested in the job; 

(3) why you think you are qualified for the job; 

(4) when you are available to begin work; 

(5) when you are available to interview for 
the job. (Give your telephone number so 
the employer can call you if he wishes.) 

2. Next, prepare a written summary of your background, 
including education, work experience, and 
references. This summary, which should be^ 
enclosed with your letter of application, is 
called a resume . Use the form on the following 
page in preparing your resume. 




ACCOUNTANT 



OFFICE 

PLACEMENT SERVICE 
360 S. Madison 
Denver, CO 80302 



EXECUTIVE TRAINEE j 

' Start at $8400 to $12,000* 1 Need office manager with 
Degree mandatory. Leadership ; accounting degree and 2 
ability in business requi red .| years experience in heavy 
. Exceptional opportunity for j general accounting and 
\ rapid advancement and qualit^j bookkeeping. .Salary open, 
j executive training. i — ■ ~~ 



SECRETARY 



RECEPTIONISTS 



Interesting & challenging 
executive sec. position with 
excellent career opportuni- 
ties. Experience necessary, 
shorthand required, sound 



If you have a flair for 
people, fun & lots of excite 
ment, then this is for you. 

Grace the front desk and meet' judgment & ability to dt^al 
lots of interesting people* ; with people a must. Good * 
Sal. $475-525. | benefits. Salary commensurate 

1 with ability. ; 



OFFICE CLERK 

General office duties, 
typing, filing, adding 
machine, etc. Prefer 
light accounting experienoa 
Excellent wages & benefits! 



MANAGEMENT TRAINEE 



GENERAL CLERK $591 

This organization is looking 
for guy to handle light 
clerical duties, sriippiiig a 
packaging. Top benefits. 
Will advance to $671 within 
1 year. 



$9,000 after 1 yr. Only : 

limit is your ability & ; 

ambition. Start at $550 ; 
a month to learn all 
phases of business. Then 

^ have your own store in * 
: This position involves an i one year. If you want a 

interesting mixture of admin-j career where the sky is » 
! istration, public relations, . the limit, write us tddayl; 



PUBLIC RELATIONS 
MARKETING REPRESENTATIVE 



and promotion. Start $7,800. 
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A resune is a concise smmary of your background, education and 
abilities. A neat copy of your resune should be enclosed with each letter 
of application you write. The purpose of the resume is to let the enploy- 
er know something about your qualifications for the job. place youreelf 
in the situation you expect to he in when you are 20 yeare old and pre" 
patfi I'cw veaitne by filling in the form below. 



T) Write in your name 
and the other infor- 
mation called for 
at the right •■ i> 



Briefly deecribe 
the type of Job 
you want 



List namee of aohoole 
attended and the tyity 
and state of each 



t) 



List all courses 
you have taken that 
have prepared you 
for the job you are 
seeking ^ 



List names and ad-- 
dresses of people 
and companies you 
have worked for and 
briefly tell type of 
work done for each 
> 



List names and ad-^ 
dresses of at least 
three adults (other 
than family members) 
\ho htow you well 
' will give you 
good recomendations 



^Ktna 





RESUME 




NAME: 




AGE: 


ADDRESS: 




HEIGHT: 






WEIGHT: 


CAREER OBJECTIVE: 




EDUCATION: 






College 


High School 


Junior High 



MAJOR COURSES: 



WORK EXPERIENCE: 



REFERENCES: 

1) 

2) 

3) 
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UNIT 9 
HOW A MARKETING RESEARCHER 
PUNS A BUSIICSS [Em 



PURPOSE ^ . ^ 

The purpose of this unit is to help students understand the basic steps 
necessary in planning a business letter and to acquaint them with the work 
carried out by a Marketing Researcher. 

mm Acrivm 

The major activity of this unit is planning and writing a first draft of 
a business letter which will be sent to selected customers by the Benton Motor 
Car Company. The purpose of the letter is to ask customers to suggest a name 
for a new compact car to be introduced in the fall. The unit emphasizes the 
planning and writing of an effective business letter; however, you will also 
want to emphasize word usage and spelling. 

Before Class Begins : 

1. Duplicate enough copies of the simulation packet (pages 149-154) for all students^ 
in the class. 

2. Read the background information on Marketing Researchers. 

During Class: 



ERIC 



1 



2. 



3. 



4. 



5. 



Distribute the simulation packets, reading and discussing the first page with 
students. Suggested discussion topics are given m the teacher s key which 
begins on page 141. 

Ask students to complete pages 2 through 5 of the simulation. While they do 
this, you may wish to read through the teacher's key. 
When students have finished the first five pages, go through the simulation 
with them. Check their work and discuss with them the topics shown in 
the Teacher's Key. 

After checking the simulation exercises, have students tu''" *o P^Qe six of 
the simulation packet to answer the questions and discuss the topics at 
the top of the page. 

If time permits, use one or more of the discussion topics or activities listed 
on the following page to conclude the unit. 
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OPTIONAL ACTIVITIES 



Writing Letters ; The "Since You Asked" exercise (page 139) provides student 
with an opportunity to compose their own letters. Ask each student to pick 
one of the four letters and write a reply to it. (If students know how to 
type and have access to a typewriter, have them type their replies.) Stu- 
dents will find it necessary to look up information needed to answer the 
letters. Possible sources of information include the World Almanac (or any- 
other almanac), or sports, TV and entertainment magazines. 

1. Duplicate and distribute a copy of "Since You Asked" on page 139 
to each student in the class. 

2. Have students qhoose at least one letter they would like to answer. 
Discuss possible sources students can consult for information necessary 
to answer the letters. 

3. Assign each stjident a number and have them identify their finished- 
letter with their number instead of their name. 

4. After students have written their letters of reply, have the class 
judge and select the best letter for each of the four requests. This 
can be accomplished by posting the letters on a bulletin board and 
having the students read them. Then have students vote for the best 
letter. 

Class Survey ; "Marketing Researcher For a Day ". This activity gives students 
experience in doing marketing research on a new product or service. 

1. Have students select a new product or service that they think is 
especially good or especially poor. Have them validate their opin- 
ion by interviewing consumers to find out their opinion of the pro- 
duct or service. (The class may choose products consumed mainly by 
youngsters in which case the interviews could be conducted in school.) 

2. As a class, decide on several questions about the product, to ask 
prospective consumers. (See Interview Form, page 138) 

3. Have each member of the class interview six people and bring the in- 
terview results to class. 

4. Go over each question in class and have students give their results 
while a student tabulates the findings on the chalkboard. 

5. After the interview results have been tabulated, discuss with the 
students whether they think the product will be successful. Why or 
why not? 

6. Have students write a report of their research findings. The report 
might be published in the school newspaper or poster on the school 
bulletin board so that others can see the results of the research. 

7. Discuss with students what they liked and disliked about interviewing 
consumers. Ask students whether they think they would enjoy being 
Market Researchers. 



SAMPLE INTERVIEW FORM 
PRODUCT: Electvonio Pocket Calculator 

1. Do you or your family own an adding machine? Yes No 

If yes, what type math problems do you use it 
for? 



2. Would you prefer to use an. electronic pocket calculator rather 
than an adding machine? Yes No 

3. If electronic pocket calculators were available for under $50, 
would you buy one? Yes No 

^ 

Arranging Information: "Scrambled Letter Parts." The letters in the "Scrambled 
Letter Parts" activity on page 140 will give students a review of basic letter parts 

1. Duplicate and distribute a copy of "Scrambled Letters" to each student 
in the class. 

2. Have students work through the activities according to the instructions 
at the top of the page. 

3. After students have completed the activity, go over the correct 
answers with them. 

4. Ask students whether they enjoyed looking up the information they 
needed to answer the letters. Explain that they were doing research 
when they were "searching out" the information they needed. 

Ask the students whether they enjoyed writing their letters. 

Ask students to write letters to themselves telling about themselves— their 
future plans, their friendships, their likes and dislikes, and so forth. 
Have each student seal his or her letter in a self-addressed, stamped 
envelope. Keep the envelopes and mail to the students when they graduate. 

Have students collect handwritten and typewritten letters. Have them display 
the letters on the bulletin board to demonstrate that typewritten letters 
generally are more easily read than are handwritten letters. 

?m TRIP 

. . . to a business that has a marketing research department to observe how the 

company determines whether a product will sell, how a name is chosen for the 
product, and how the product is advertise^ and distributed. 

. . . to a private marketing research firm that works on contract for a variety 
of businesses to observe the different occupations and duties of people 
involved in marketing research. 

(See Field Trip Guide in Appendix for field trip procedures J 

IflTERVIB'l 

, , , a marketing researcher from a local manufacturing firm 

. . , any employee from a marketing research department or research firm 

(See Interview Guide in Appendix for procedures on conducting a group interview. ) 
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ISINCE YOU ASKED 



By : Fred Kramer 



Dear Fred: 

I've been a fan of the 
Jackson Five ever since 
their first hit record 
and would like to know 
the names and ages of 
the five brothers. Also 
what are the titles of 
their best-selling hit 
songs? One more thing 
I'm interested in find- 
ing out is if any of 
them are married. 

Mary Washington 
309 W. Overland Ave 
San Diego, CA 92103 

Dear Fred: 

I know that Hank Aaron 
has just passed Babe 
Ruth in total home runs 
I would like to know who 
comes after these two 
players. Who makes up 
the rest of the top ten 
home run hitters? 

Jose Hernadez 

80 Rainbow Circle 

Loxahatchen,FL33470 



Dear Fred: 
I am confused 
the best woman 
Of these four- 
gone, Margaret 
Jean King, and 
who won the mo 
and money last 



as to who is 
tennis player, 

-Evonne Goola- 
Court, Billie 
Chris Evert, 

St tournaments 
year? 



Leslie Dennison 
Phoenix, OR 97535 

Dear Fred: 

Can you tell me anything about 
my favorite actor, David Cara- 
dine, who stars in the'^Kung Fu 
television series. I'd espec- 
ially like to know such things 
as (1) where and when he was 
bom, (2) where he lives, (3) 
how much money he earns a year, 
(4) whether he is married or 
has a "steady", etc. Please 
answer this letter right away 
as I am on pins and needles 
waiting for your answer. 

Jennie McDoneTl 
1861 Crooked Road 
Lansing, IN 46987 
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SCRAMBLED LETTER PARTS 



Instructions : Below are the scrambled parts of a business letter. Place 
the number of each part in the circle located in the correct position on 
letter form. One circle is filled in for you. 








Very truly yours, j 



Jeanne Phillips 



Dear Mrs. Adams; 



CANINE COIFFURES 
100 East Lansing Blvd. 
Canton, Ohio 44306 
February 2, 197- 



Mrs. Kenneth Adams 
P.O. Box 2894 
Canton, Ohio 44306 



According to our records, it has 
been six months since we last groomed 
your dog, Moses. Why not make your 
dog happy by calling us today for an 
appointment for a clipping and shampoo 
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1 

Elizabeth Dawson 



I am replying to the ad in Sunday's 
newspaper about the secretarial posi- 
tion in your office. 
In June I received my Associate Degree 
in Secretarial Science. While going 
to school, I worked one-half time as 
a secretary at the law firm of Jackson 
and Manning. 

My resume is enclosed. If you would 
like further information about me, 
please feel free to call 491-7181. 



Dear Mr. Simon: 



Mr. William Simon, Manager 
American Heritage Ins. Co. 
1933 West Jackson Blvd. 
Ft. Lauderdale, Florida 33302 



1621 Azalea Drive 

Ft. Lauderdale, Florida 33302 



July 28, 197- 



153 



Sincerely yours, 



4 



Simulation Page 1 



Go over page 1 of the simulation 
activity with students. 

a. Ask students whether they are 
acquainted with any people who 
do research on products or 
services as a part of their 
job. 

b. Develop the idea that although 
a market researcher performs 
all the activities in this sim- 
ulation, they do also perform 
many other activities: 

Market researchers may go 
door to door to ask people 
about a particular product 
or service; they may make 
telephone surveys; or they 
may prepare and send out 
questionnaires through the 
mail . 

The market researcher may 

.do research to find out 
whether people like or 
dislike a product or 
service. 

.do research to find out 
whether or not people 
are likely to buy a new 
or proposed product 



mUM AS A mXXCTlNC KSiMCm 

Jfray C4^SQn works «s « Market Kesearcher for the Benton Motor Car Con- 
Nny. a wuU automobile (nanufacturing fim that produces IfttU-known but 
high Q-jality autcnobll'.s. You Mve Just been hired as a research horker and 
art working with Ji>py ^hile you learn nore about the research deparCirent. 

Today you win read a file in the research deparcuent to find out wore 
about a new car being produced by the tenton Coirpany and to leorn about a 
contest being conducted by tht company. You will also plan and write a letter 
to Senton customers. 

you will spend tiM. . . 



L FDOIfG IHTOnTlON 





2. PiAvmcifnEf^/vcrMETiicimRCH 
rAmm 



J. MimfG IHTERS A'C 
PEPCRTS 




(Stavlttlon Pigt 1) 
14* 
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Simulation Page 2 



CHECK: 



Students should have 
filled in the blanks 
at the left of the 
sample letter as shown 
in the illustration at 
the right. 

Review the parts of 
letters with students. 

Also, discuss v;ith 
students the idea 
that a business letter 
should 

.contain all the informa- 
tion that the addressee 
will need to understand 
the message ^ully. 

.be concise; not contain 
unnecessary words, 

.be mechanically and 
granwaticaHy correct 

. be written in the "You" 
approach; the writer 
should avoid excessive 
use of "I" and "We." 



tr trd«r. 



Copp1i«»enury Closing 
Inside Address 
M(ss«gt or lody 



Hiding 

SIgMturt 

Saluutfon 



letters liter. yQ« >**11 ^ '^'«'" " 
you wMt your o*m letters i««r. jv» 



SMjtutatLtn 



BDOON MOTOR CM^CO^A'*^ 
Detroit, Hichigin 48201 
lUrck 10, 1»7- 



[ 



Ml. Cill Rolllnittvorth 
II lUv«jo Oflvt 



^Ot«r »«nton Oumr; 



your c*r »«rvlc«<. 
I^Touri truly. ^ 

($h*roo C«dy ^ 
Dlr«ctor of Cutccer Ml*tlon« 



(Siivlation Ngt 2) 
150 
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CHECK: 



Students were to under- 
line information in the 
"File" that they would 
need in writing their 
letter announcing the 
contest. 

Information is underlined 
in the file shown in the 
illustration at the right 
as an example; however, 
students may have under- 
lined information other 
than that shown—which 
is all right as long as 
they can adequately justify 
including the information 
they underlined in their 
letters. 

Discuss with students the 
importance of gathering 
the necessary data before 
beginning to v/rite a busi- 
ness letter. Develop the 
idea that if a writer must 
continually interrupt his 
writing to gather informa- 
tion, he loses his train 
of thought; consequently, 
his writing may take longer 
and is likely to be less 
effective. 



riNoiNC iNFORmnoN AND rimm a mstmss umx 

JiMV fovM tht r«nowlA9 mmmrttvtm «iW flit «n his 4tsk tliU 
•ornlnj. H« ^sks ^ to write « dr*ft of the Ittttr req*»e$ted by Hr. 
l«nton In his ««no. 

InstniCtlons : 

(1) Kctd the rceflwrandin below 4nd rwte ^h*t Mr. leflton Mnts Included 
In the letter. 

U) The file 4t the bottoa of the p*ge conUlns til the infor»«tlon 
you win n<ed to corpose your letter. Read the Mterl«l In the 
file ind underline the inforrution >ou will need for your letter. 
Thtn go to the next p^ge *nd follow the Instructions there. 



fO Jlray Cirson FRCH A. A. lenton 

CpT, Kirketlng Research DEPT. Marketing 

SUBJeCT Compact Car Model «62 DATE K«»'Ch 10, 197- 

Please prepare a draft of a letter to be sent to our customers telling 
th«n abo'Jt the contest to nane our new coQpact car, Kodel 962. In 
your letter: 

}) Explain the contest, erphasiiing that a free coRPact car will 
be given to the "Nare the Coeoact" winner and giving the other 
essential details of t.*te contest. 

2) OescriSe severil features of the car sue*: as Interior, engine 
siie, type of transnlssson, piles per gallon, seating capacity, etc. 

3) Encourag? custorers to enter t.*»e contest. 

Yeu can get the Inforration yoj need for the letter fron the enclosed 
file on "Narae the Co-^pact". * 



FILE: WME CCMPACT 



MrtAALE STANDAJU) F£ATUR£5 
«f CCftfACT CAJt HCOa 

. 4 cyll'-Jfr «n;lfle .lully »>'nchToniz*a. 
a*atf*<l a.^nujl_tran«m>ioo wtth fl'^gr 
MunCed ^hltR .B4cual (font dl3C orjiice 
.t.OO X 13 tsvi clr<3 .IsMcc rcslcunc 
fr*ac tzi rtar buapcr sv3CC3s .dlri>cc- 
• Ira vtflCll4Clon .3-«p«<id rcjicer .pirklnt 
l«arp« .infide ho'^i rclcjse .teat belt 
lotarlock »y«ce« APFfJuOfLE AJ-D rC'tTCRt 
. blth back contoured jU^vinvl 'mnv srV 



iMCASUJlGlCfTS 

IVh««lbaj«. . .f3.2" Un^ch. .IM.t* 

Utlght . . . .50.3" W14ch . . 

Front Tread. .55.0" iUar TrttiM.f 

Curb Vt(2O00cc)2443 Fu«l C^P. I3(ni«) 



.vtiUshietd scldinKs 
hub capft. 



slotted utieelt *n<l 



>> NOTICE 
fro« aenton Motor Car Company 



I 



"Hir* the Coiapacf | 

A Cflr.tt ^t - to n^rt; O'j r r ew _ con? ac t | 

car, '/ c-;:,?. 062 f is cofiJycte^ j 

anorg'Scfttcn cusla^frrs. lt2_2iLtOt i 

for the p?r$on sut^^ttin-j ifte >.i«- i 

nlng naof a f'^^el 3 6? corpact. ; 
Thg ri<**dhn» f or suwJtttinj entries 

is Ka y 10. 19?-. The winner wUI | 
t>e announced July ^ - 



(Siwlation Pige 3) 
151 
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Simulation Page 4 



CHECK : 

A sample paragraph outline 
for the letter students are 
to write is shown in the 
illustration at the right. 

Not all students will have 
outlined their letters in 
the manner shown here. How- 
ever, check to see that they 
did prepare an outline and 
that their outline seems 
logical . 

The easiest way to plan 
the letter is to follow 
the three points given in 
the memo from Mr. Benton 
(Simulation Page 4): 
(1) explain contest; (2) tell 
about the new car; and (3) 
urge customer to enter con- 
test. 

Discuss v/ith students the 
importance of planning a 
letter before beginning to 
write it. The planning is 
not always done on paper 
as here; sometimes one 
plans a letter simply by 
"thinking it out" before 
beginning to write. 



nmm and witiw a lusiNess ima 



You »r« to >rr1te your letter ^nnouncln? th« 'Compact ar Contest 
m t>I ^t^^hw^p;Je^whlch *s the neu page.^ Before you ^rlte th« 
Utt2 hcitver. r^Uin outline below of «h«t Inforrution you P^*" W 
imUi't iTJIcS pjrlgrlph. >oa must decide the n«.ber o P»«:»9r*Phs you 
iniMcd In the letter. An outline of the first pir^griph is 9iven 
tiXj Kin exlSpltt-yJI ~y ^nt to Include other infon«tion in your 
flr*t p*rigriph. 



biMK>1t: Ut wrigriph , * 

"StJUcUd autcmtu ate -uttf-Ucd -to tnttJi 



Itt piriqraph 

— ««5JCon UotoK Ca^ Ccrp^ru/ i* comiuiMi^ a corUUt to M*t « ne* 

CMmptuX eat, UodU "Hi 
'^S4JUcXtd cuitcwtt* €\t 4jwlCzd to tnttx 

-JW|A fcftdk, *ii tfinyi 



3r< gjira^riph 



— icmf « b>Ung ucux ckaict o{ natH. to lU 
"AjfttMHA to iuhnU by 10 



eOmHniiM outlininn your Tximyraohs m ths back of thit thft if 

inttrvctlons : How thit you hi.e r3de *n outHre ^(J'^J.^J^^r'ip;;. 90 
to the nexT ptqe write your letter. Address the letter you write 



Hr. Artdrtw Cell Ins 
447( Klghlind Avenue 
UglfVlMe. iCgntuCfcy 4C2Q2 



ind sign your own name. 

(S<MUtlon Page 4} 
152 
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Simulation Page 5 



CHECK : 

A sample letter is shown 
in the illustration at the 
right; however, each student's 
letter will be different. 

Check to see that students have 
included all pertinent informa- 
tion in their letters and have 
developed logical paragraphs. 

Completed letters might be 
posted on the bulletin board. 



Also, check to see that students 
have included all the letter parts 
as shown on Simulation Page 2. 




232 FUrk«t Stx—t 
D«cr«Ui HiclitM* 



^^. Cotluas 

\tmr^ w*. UodU Ht. you Mt o«t oi « kUteXdi auiof^ <AviUd 
tt vUi\ tkU cotitut, aWcK tAdi Way /0» /»7-. Thi pUzt ioK tkt peJcn 

Uo4U Ut 4j < ^ocfi-poiicitgt^ ccwrpazZ uUh «gfi btck ccntcaxtd aU- 
^iM^ iwnt AUts €rd a •Uiw-co»uoit. U a icua-ci/tof<f€A «3<«t <^ 
€ iuH^-iynzhxaniztd, iowK-Apitd MWiLti t^MtUAiicn *ciXh ilaoK rcunttd 
Mit, Ajwf, btAt oi aU, U gu-ci up to 25 milu pv\ gci^iw. 

My tiitct J:a< *cnd oi luwe you maid 

ckMit ioK thU KW coMvaci, ^v^irhtA, •JUL tnVUu mut U iuiwnOtixf no 
ifaut May 10. 

(iXiu{«At'« ligfiaJtatt) 



(SlmUtlon S) 
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5;imu1ation Page 6 



t 



The purpose of the questions 
on page 6 of the simulation 
Is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
explored in this simulation. 

Encourage students to talk 
about their own likes and^ 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify resources to which 
students who are interested 
in this occupation can go 
to explore the occupation 
further. Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 




Ai ymi thliHc yv^ mnU tnjoy btin^ « mrttting rt m i' c MrT 
If Mtt of ywr «n«wtri Wlow «rt yw, cMncti «r« ym 



1. Oo yw 11U t* look for <iiforMt1fiiT 



Ytt 



Do you like to pUn Ittttrt or writttfi 
reports? 



TM m 

Do you 11 kt to writt your own UttariT Yot fto 

Oo ytu llkt to hMr othtr pooflt's opinion$?Y»s m 

S. Oi MU ft«l thit you c*n t)cpr«f} yountlf 

iftll m p*^l Ytt m 

€. Art you Inttrvsttd in current «ff«inT Yts Ito 

7. Ar« ym «bU to com up with frtsh 1df4S7 Ytt Nt 

t. Ot iM llkt tt rmil Ytt m 



«t it you think «rt tht mtt Inttrtttlfff fttturti tf ■•rkttlrtg rtsMrch? 



UtuH you llkt to Ao thit typt of wrk? Yti , Ho 



(SfauUtltn Paft <} 
1S4 
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BACKGROUND INFORMATION ON MARKET RESEARCHERS 

Businesses which are selling a large volume of goods must 
make decisions about how their products will sell; whether or not to 
stock a new brand name; whether to ship their goods by railj truck 
or some other method; and to determine what kind of advertising will 
sell the most products. 

This type of work is handled by a person called a Marketing Research 
Worker^ who provides managers with much of the information they need to 
make decisions on how to market the company ^s products.^ The job of 
Market Researcher requires collecting^ analyzing^ and interpreting many 
different kinds of information. 

The Market Researcher: 

.Collects facts from published materials about the product. 

.Writes to customers to find what their likes and dislikes are 
and to get their opinions of products. 

Market Research Workers are employed by very large stores^ radio 
and TV firms, newspapers, and other large businesses. Other researchers 
may work at university research centers, government agencies, and or- 
ganizations which provide information to business enterprises. 

During the 1970 's more and more research workers will be needed. 
They usually work in centrally located offices. Sometimes they must 
do a considerable amount of traveling in connection with their work. 

The starting salaries for marketing research trainees are about 
the same as those of public school teachers. Those who go on to further 
their education in this field may earn much more. 
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STUDB^ miERIALS 

Following is a six-page "Marketing Researcher" simulation 
which is to be duplicated, collated, and stapled into packets 
for student use. 

The simulation contains typical activities which may be 
performed by a marketing researcher and requires students to 
do research (read a file) and plan and write a letter. 

The teacher's key and discussion guide for the simulation are 
found on the preceding pages. 
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UNIT 9 

WORKING AS A MARKETING RESEARCHER 

Jimmy Carson works as a Market Researcher for the Benton Motor Car Com- 
pany, a small automobile manufacturing firm that produces little-known but 
high quality automobiles. You have just been hired as a research worker and 
are working with Jimmy while you learn more about the research department. 

Today you will read a file in the research department to find out more 
about a new car being produced by the Benton Company and to learn about a 
contest being conducted by the company. You will also plan and write a 1 
to Benton customers. 

Today you will spend time. . . 



1. FINDING INFORMATION 



etter 





2. Plj\NNING LETMS AND MARieif^ ^SEARCH 
miERIALS 



3. WRITING lUERS AND 
REPORTS 




o 
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ORGANIZING INFORMATION 



Below is an example of a business letter from the Benton Motor Car 
Company offices. Jimmy Carson gave you this letter from the files and asked 
you to become familiar with it so that you will have a format to follow when 
you are writing letters. 

Instructions : As a review of the parts of letters, fill in the blanks at 
the left of the letter with the name of each part of a business letter. The 
parts of a business letter are shown below, but they are not shown in the 
proper order. 

Complimentary Closing Heading 
Inside Address Signature 
Message or Body Salutation 

When you write your own letters later, you will want to refer to this page. 



BENTON MOTOR CAR COMPANY 
232 Market Street 
Detroit, Michigan 48201 

March 10, 197- 



( 



Ms. Gail Hollingsworth 

88 Navajo Drive 

Santa Fe, New Mexico 87501 

Dear Benton Owner: 



C As an owner of a Benton product, you will want to keep 
your car in good condition. According to our records 
your warranty will soon expire; therefore, we recommend 
you bring your car in soon for a complete check and 
servicing before your warranty expiration date. 

Wliy not telephone the service manager of your local 
Benton dealer today and make an appointment to have 
your car serviced. 



Yours truly, 

f Sharon Cady ^^ 
Director of Customer Relations 
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FINDING INFORMATION AND PLANNING A BUSINESS LETTER 



Jiirniy found th€ following memorandum and file on his desk this 
morning. He asks you^ to write a draft of the letter requested by Mr. 
Benton in his memo. 

Instructions : 

TT) Read the memorandum below and note what Mr, Benton wants included 
in the letter. 

(2) The file at the bottom of the page contains all the information 
you will need to compose your letter. Read the material in the 
file and underline the information you will need for your letter. 
Then go to the next page and follow the instructions there. 

TO Jimmy Carson FROM A.R. Benton 

DEPTi Marketing Research DEPTi Marketing 

SUBJECT Compact Car Model #962 DATE March 10, 197- 

Please prepare a draft of a letter to be sent to our customers telling 
them about the contest to name our new compact car, Model 962. In 
your letter: 

1) Explain the contest, emphasizing that a free compact car will 
be given to the "Name the Compact" winner and giving the other 
essential details of the contest. 

2) Describe several features of the car such as interior, engine 
size, type of transmission, miles per gallon, seating capacity, 

3) Encourage customers to enter the contest. 
You can get the information you need for the letter from the enclosed 
file on "Name the Compact". 



etc, 



ERIC 



FILE: NAME THE COMPACT 



NOTABLE STANDARD FEATURES 
of COMPACT CAR MODEL 962 
.4 cylinder engine .fully synchronized, 
4-speed manual transmission with floor 
mounted shift .manual front disc brake 
.6.00 X 13 BSW tires .impact resistant 
front and rear bumper systems .direct- 
aire ventilation .3-speed heater .parking 
lamps .inside hood release .seat belt 
interlock system APPEARANCE AND COMFORT 
.high back contoured all-vinyl front seats 
.floor mats .mini-console .bright backlite 
.windshield moldings .slotted wheels and 
hub caps. 



MEASUREMENTS 
Wlieelbase. . .93.2" 
Height . . . .50.3" 
Front Tread. .55.0" 
jCurb Wt(2000cc)2AA3 
(Pas. Cap. ... 4 



Length. .169.0" ; 
Width . . 69.4" ' 
Rear Tread55.8" ; 
Fuel Cap. 13(reg)^ 
Gas Mileage 25 ' 



NOTICE 

From Benton Motor Car Company 

"Name the Compact" 
A contest to name our new compact 
car, Model 962, is being conducted 
among Benton customers. The prize 
for the person submitting the win- 
ning name is a Model 962 compact. 
The deadline for submitting entries 
is May 10, 197-. The winner will 
be announced July 1 . 
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PLANNING AND WRITING A BUSINESS LETTER 



You are to write your letter announcing the "Compact Car Contest" 
on the letterhead paper which is the next page. Before you write the 
letter, however, make an outline below of what information you plan to 
include in each paragraph. You must decide the number of paragraphs you 
will need in the letter. An outline of the first paragraph is given 
only as an example— you may want to include other information in your 
first paragraph. 



Example: 1st paragraph 



-Benson Uoto/i Coa Company l6 dondact^ a contut to 

name, a nejuo compact ca/i, Mode£ 962 
--Selected cu^tome/u oKt InvAXtd to tyvtoA 
"Plut pnZzt laltl fae a new compact HodeZ 962 



1st paragraph 



2nd paragraph 



3rd paragraph 



(Continue outlining your paragraphs on the back of this sheet if you plan 
to have more than three paragraphs. Then follow the instructions below.) 



Instructions : Now that you have made an outline of each paragraph, go 
to the next page and write your letter. Address the letter you write to: 



Mr. Andrew Collins 
4476 Highland Avenue 
Louisville, Kentucky 40202 



and sign your own name, 
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BEWTOW MOTOR CO. 




232 Market Street 
Detroit, Michigan 48201 



rr»?/-- (Simulation Page 5) 
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WOULD I BUOY BEING A mRKETING RESEARCHER? 



JP- 




Do you think you would enjoy being a marketing researcher? 
If most of your answers below are yes, chances are you 
would, 

Circle One 



1. Do you like to look for information? 

Do you like to plan letters or written 
reports? 



Yes No 



4. 



Yes 

Do you like to write your own letters? Yes 
Do you like to hear other people's opinions?Yes 

5. Do you feel that you can express yourself 

well on paper? Yes 

6. Are you interested in current affairs? Yes 

7. Are you able to come up with fresh ideas? Yes 

8. Do you like to read? Yes 



No 
No 
No 

No 
No 
No 
No 



What do you think are the most interesting features of marketing research? 



Would you like to do this type of work? Yes No 
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UNIT 10 




HOW A TYPIST PREPARES OUTGOll'^ 



flAIL IN THE OFFICES OF AN 



I f 



AUTOMOBILE mNUFACTURER 



PURPOSE 



The purpose of this unit is to help students learn the correct way to 
address envelopes and to fold and insert letters into large and small envelopes. 



The major activity of this unit is a simulation in which students prepare 
outgoing mail for the Marketing Department of Benton Motor Car Company. The 
student is taking the place of typist Bill Jensen who is on vacation. The 
activity requires the student to read and follow directions for addressing 
envelopes and for folding letters for insertion into both large and small 
envelopes. 

Before Class Begins : 

1. Duplicate enough copies of the simulation (White pages at the end of this 
Unit) to provide each student with a copy. 

2. Read "Background Information on Typists" on page 164. 
During Class : 

1. Distribute the simulation packets, reading and discussing the first two pages 

with students. Discussion suggestions are included in the teacher's key, page 159. 

2. Ask students to complete the simulation through page 10. Observe the students 
in their first attempt at folding letters for each size envelope. It may be 
necessary to demonstrate the correct procedure for folding letters. 

When students have finished the simulation through page 10, go through the 
simulation with them, checking to see whether they had any difficulties in 
addressing envelopes or folding letters. 

3. Have students go to page 11 of the simulation to answer and discuss the topics 
on that page. (See teacher's key for suggestions.) 

4. If time permits, use one or more of the discussion topics or activities 
listed on the following page to conclude the unit. 



MR ACTIVITY 
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H OPTIONAL ACTIVITIES 



>- Class Display : "Envelopes and Things" . Have each student bring to class 
at least two business letters and envelopes that they or their parents received 
at home. (Tell students to ask pemission of parents before bringing in business 
letters.) Ask students to look for envelopes and letters of unusual sizes or 
colors. 

After students have collected samples and brought them to class, make a bulletin 
board display using a variety of paper sizes and colors. 

Discuss with students: 

1. Why paper is made in different thicknesses. (For example, thin paper 
is often used for advertisements or magazines because it weighs less 
to mail) 

2. What colors can be associated with different types of mail— such as 
white or very pale pastels (business letters), vivid colors (adver- 
tising), and paper or envelopes with flowers and designs (personal 
letters) . 

3. Ask students what clues they get about what kind of mail is inside 
a letter before opening it by looking at the envelope. 

■- "Check it Out" Activity : The purpose of this activity is to help students 
develop the ability to proofread material for accuracy. 

1. Duplicate a copy of the"Check it Out" activity on page 158 for each 
student in the class. 

2. Have students work through the activity. 

3. Go over each of the four letters and have students check to be sure 
they found each error. 
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'' Classroom Guest : Ask the typing or general business teacher to be a guest 
typist in your classroom. The teacher could show students activities a 
typist might perform on the job, such as; 

1. Chain feeding of envelopes. 

2. Speed Typing 

FIEUD TRIP 

. . .to a local organization that has a "word processing center". Many large 
or medium size organizations have word processing centers where a few 
typists perform all the routine typing for many of the salesmen, super- 
visors, managers, etc., of the organization. Check with the local IBM 
or other office equipment companies to find which organizations in your 
community have word processing centers. 

. . .to local retail or wholesale organizations to learn more about occupations 
in organizations which provide Marketing and Distribution services. 

. . .to the typewriting and office practice classrooms to learn what office 

skills are being taught in these courses. 
(See Field Trip Guide in Appendix for field trip procedures.) 

1 56 l.''.>3 



ERIC 



INTERVIEW 

. . .a typist from school or a local organization 

. . .a man or woman who does office work on a temporary basis and who works 
through one of the temporary help organizations such as "Temporary Help," 
"Western Girl," "Kelly Services," "Temporarily Yours, Inc.," or others. 

. . .a director of a word processing center in a local organization 

. • .a representative from IBM or other equipment manufacturing company 
who will demonstrate latest types of office equipment, such as type- 
writers operated by magnetic cards or tapes. 

(See Interview Guide in Appendix fcv pvooedxives on conducting a group interview. ) 

ADDITIONAL OCCUPATIONS IN MARKETING AND DISTRIBUTION THAT 
STUDENTS MAY WISH TO EXPLORE: 

(See Optional Activities Section of Unit P. ) 
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"CHECK IT OUT" 



An Exercise in Proofreading 

Typists, as well as other office workers, must carefully proofread the 
material they type. Below are letters and envelopes that were typed but not 
proofread. Compare the address on each envelope with that shown on the letter 
to see whether the envelope address has been typed correctly. Circle any part 
of the address on the envelope that differs from that shown on the letter. 




Mrs. Paul ine Ogden 
1214 Harms Way 
Millville, Utah 84326 



.J _. 



Mrs. Pauline Ogden 
1214 Harms Way 
Millersville, Utah 
84236 




Mr. Lawrence Petersen 
80 Rushwater Drive 
Lake Placid, NY 12946 



J 



Mr. Larwence Peterson 
80 Rushwater Drive 
Lake Placid, NY 




3 ) 



Ms. Qeraldine Wilson 
105 Sole Way 
Hopkinsville, KY 42240 




Dr. Jose Sanchez 
Pinon Pine Road 
Santa Fe, NM 87501 



er|c 



Ms. Geraldine Wilson 
105 Sole Way 
Hokinsville, KY 42240 



L. 



I 
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Dr. Hose Sanchez 
Pinon Pine Road 
Santa Fe, NM 87501 



UNIT 10 
TEACHER'S KEY 



Simulation Page 1 
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Go over page 1 of the simulation 
activity with students. 

a* Ask students whether they know 
how to type. If any do, en- 
courage them to tell what they 
like and dislike about typing. 



b. Ask students what skills a 
typist needs other than just 
being able to strike the type- 
writer keys accurately, {ability 
to place a manuecript or letter 
on the page attractive Ly j knoW'- 
ledge of writing mechanics such 
as spelling J punctuation ^ capi- 
talization; ability to read 
"messy" handwriting; knowledge 
of how to go about searching for 
missing information; general 
office skills; communications 
skills; human relations skills; 
and s:> on. ) 

If students do not know how 
to address an envelop, go 
through the procedures (i.e., 
how to place the address) before 
they begin the unit. 

d. Ask students whether they know 
that letters to be inserted in 
large envelopes are to be folded 
in a different way than those to 
be inserted in small envelopes. 

Ask student volunteers to demon- 
strate the differences; after 
the class reads the folding in- 
structions in this unit, ask 
the class whether the way shown 
in the unit is the way the 
volunteers demonstrated folding. 
(However, do not give the im- 
pression the volunteers were 
wrong; emphasize there is no 
"right" or "wrong" way to fold 
a letter, but the ways shown 
in this unit are the preferred 
business practice* 



UilT II 

WHUM AS A TYMST AT THE K»mM NOTCH CAK COWAXY 

1111 ^•mm Is a typist In the Marketing deptrtMnt of th« fen ton Hotor 
ar COMpany. In his job. 8111 types reports, business fonts . letten and 
adtfmsts. He also uses a calculator to add figures on bills and to cheek 
figures on other business foms. He uses duplicating tuchlnes to make copies 
of correspondence and other but1nc!>> ^^t\% and he perfoms many other 9e«- 
ertl office duties. 

1111 is 111 today and you have been asked to Uke his place. Tou will 
hive tiae to perfom only a few of Bill's duties. You wtll: 



I.AOCRESS 
ENVELOPES 




2. Check 
lif Codes 



Fold and Insert 
Utters into Envelopes 




kfore you be^ln your first task, study the Correspondence Kinual on the 
fo11ow1r>9 page to see how you will be e;(pected to prepare outgoing Mil 
at the lenton Motor Car Conpany. 



(Slaulatlon Pa^e 1} 
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Simulation Page 2 

Study sheet : Students are to 
read and study the information 
on this sheet before completing 
the unit. 



There is no written student 
work to check on this page. 



t 



All butlntu Utters shouU N IMt 
In Ur9t t\i* (HoJO) *nvtl«p«i. Htw» 
evtr. In tvr^ Cii«i MtcytWtl my 
Mnt th«lr penofUl Utt«rl lint In 
vu}\ ilz« lHo.6) tflvtltp«$. Which- 
ever tize.envelopt U wud. iH 
•ddrest ihould btqin et ipfroxfuittly 
the center of the fflvelope et $howi, 
below: 



1 






ft 






Ion Pa 

167 







N All envelope! Should Include ft 
"^correct ilp code. Below ere ttm 
zip codes comtonly Meded for l«n- 
ton Motor Cer Coftp4ny corrtipon- 
dence: 

ZIP COOES 



folding in< Interttno tetter» : 

A letter It rei4y for mIIIn when tt \i »1?»>f^- ^^nfj'}'!!! 
t^^Ildii folded in wch ft weylhit It ""1 « "JV. J 5^ 

re*d1P9 poiltfon. Itm proper wey to fold end tnwrt letters u 
shOMo below: ) 

— ' — ' ^ 2 iK>e*o«« t« 



paper up tavard top 



.J 




obout 1/4 inoK of top. 




3 Fold top (h<T^f dourt t« 



Zrold right 
third U> Uft' 



4 Jrte«rt UttfVt U»t 
arm** tcnxxrd bottcm. 




4rold Uft third 
to right. 



5 Infrt ar4CM»d 
4dgs flrtt. 



E 



Ask students if they can figure out why letters are folded and 
inserted as shown on this -page. 
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Simulation Pages 3, 4> 5> and 6 



Page 3 is an instruction sheet which 
tells students to fold the letters 
on pages 4 and 5 and then to address 
a large envelope for each (page 6). 



Simulation Page 3 



mmtum m num umc amxms 



Nothing to check on this 
page. 



CHECK: 



Brnwroimoftomw 


.. £^ 




Kr outnr 




* miu 


























A UtUr mtd f*t th» Uttm^ <m 















1. A4«rM> jht tmtlVMt jhovn tn P»tt « to Kr- S*rltt tfce «ttkir 

t. iMt. tlw U«m t» AU (p<t« 4) irW J«r1t (Mft 5) Or Imtrttw 
(•to Ur%9 •nvtUNt. Aftfr you h«v« fUti the Uturt. »Uct tNa 
M Urn wftUrit JTM Mift *Mrtl(«4 to k« wrc th«/wi11 fft lnt» tM 

«m: In •4<r«««('^ Wit trvtUm AM fUtH tM lttt«r«, jom wfll Mwt 
M r«f«r t« Utt UrrvtHn^tnct kakhI InttmctUfti «n Ml* 2. 

1. An» 7M hivt «Mreii«4 tM mcltHi. r«U«4 tN ftttcrt. tn4 chKlW 
j««r Mrt. «• M p4«t 7 irW rtllttf tn* fntiructiortt f<vr« ttitr*. 
■Tt: UtH »Ut« M» 4»»tffx4 4 tw«-Uttcr stitf •«ft»Utl»<i tMl 
mr fct vM^ i« iwrum e»«nininfl xlp wsiei, I« tN Wf.e^ to AU tM 
-•W* !• tta lM<«c «Mr«»| tt Wt* tw»-;ett«r •KrevHtllo f9r 

■Mil. In tM UrU Ittttr tM 'lA* U XH t-»-Iett«r «Mr**1«tlt» fr 
Im. MMt 1> tM tH»>lttUr lUrwIitivn tor yvur tUM> _ 



Students should have folded the 
two letters (pages 4 and 5) as 
shown in the illustration at the 
right. 



Simulation Pages 4 and 5 




Fold One 



Fold Ti)o 



CHECK : 

Students should have addressed 
the two envelopes on page 6 of 
the simulation as shown: 

Simulation Page 6 ^ 

Check to see that the addresses 
are correctly placed and con- 
tain no errors. 



Htnit* A mm 



tilt llU ttmt 



Nrl. Ti((K «U 
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Simulation Pages 7, 8, 9, and 10 



Page 7 is an instruction sheet which 
tells students to fold the letters 
on pages 8 and 9 and then to address 
a small envelope for each (page 10). 



Simulation Page 7 ^ 

Nothing to check on 
this page. 



1 PM, 



tmmtM AM roLsim wall uvclohs 



ymt rttum U yur U%t cfttr IviKh, you f\r4 tM f«11o«lrM 
findui frM Mr. ItntOA, fr«sl4cAt tf th« corp4n/: 




BBncwfmcRCARomvff 

rxrm (A« D*»y of mtjR »» unot . . 

till: 

JUr€ or* tv9 )r«r«o««il I«te#r« / hxv* tjrittmt 
w*d V9%d4 tilt kail^ todbv. fU^iM* on* •/ 

«V Mil ftr^oneA mrwlop** for taah Utfr, 

A. M. Jmtext 



IKTHiatOW- Go to P49C 10. Then: 

ji, Aitrtii 9M of t^« «nv«loo«t shovn on p^^e 10 to m. Sonji Crcstwoo4 
Mrf tM tthfr to i«r Rnwil $trtci:Undl. Their H<lr«tscs ir« shown ort 
dM IftMrt on p49«f t ird 9. Keffr to p4gt 2 to find th« 
'.<lp codes. 



2. Nait, ftid t^e tet:«rs to Cr«ttwood ind Strlcklir^ for 1ns«rt1«n ifit« 
jmJJ, tftTtlCfcs. Af'cr you Mvc folded the letters. pUct th«i •n 
{]5«nv«ltHS jrou Mve 4MrtS»cd to »« tur« th«y miII fit (nt« th« 
«IIV«1«fM NSlly. 

MTC: In Mtfrcislrv) th« «nv«1opct «nd ftltfirk} the letttn. you Mill Mnt 
«t r«fw to th« Corrcspoft<»r<« MinuAl Instructions P»9« 2. 



t 



CHECK : 

Students should have folded the 
two letters (pages 8 and 9) as 
shown in the illustration at the 
right. 

Si mulation Pages 8 and 9 — ^ 



Fold One 




Fold three 



ERIC 



CHECK: 

Students should have addressed 
the two small envelopes on 
page 10 of the simulation 
as shown: 

Simulation Page 10 ^ 

Check to see that the addresses are 
placed correctly and contain no errors. 



A. &. l«aUft 

ItO 0«k CtccU 
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•^i. SonJ» Cr«tt^oo4 
K Arlington ^lict 



k. K. Ultra 

iw o«k ctrn* 
D«tr«ft« Kichttu 



9414 W4rr«n U^y 

A1U. HlChl94n ^^^^ , ^ 



9«a (H». I tilt) emrac^u 



Simulation Page 11 



The purpose of the questions 
on page 6 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed -in the occupation 
explor-Ed _Ln -t h i-s jSLiniu la t i on . 

Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify resources to which 
students who are interested 
in this occupation can go 
to explore the occupation 
further. Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 



mxT It 

MOULO I LIKE THIS CMcm 



lUtM on the Itft ttlcM art duties of tht typlit «s I1it«d In this unit. 
In th« bitnk ip«ct «t th« right. n%9tt « ptrsonul ch«r«cttr1st1c you fe«I i 
tjrplit ihowld hivt to perfom tfwt duty. An exMpIc of t chirtcttrlstic 
«l9ht bt "p«t1cfK« to do th« Mork corrtctly.* 



1. Mdrtsilns tnvtloft* 

2. LookTnf Inforattlo* 

3. TjrFli»| 3._ 

4. Foldlns •ni Inttrtlnf Mt«r1*1s 4. 
fnt* tnvtlOHs 



Oo ycu think you Movld 11k* to b« « ^UtT 

Itur Is It UMfM) for —a and «o««n to kmw how to typ«7 

Hw can MM Md wmm us* this skill In othtr irMsT 





($lKj1tt1on fig% IT) 
17( 
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BACKGROUND INFORMATION ON TYPISTS 

The wain job of a typist is to produce typed copies of printed or 
handwritten materials. Some typing jobs are considerably more difficult 
than others. Beginners^ sometimes called jmior typists^ often address 
envelopes^ type headings on form letters^ copy directly from liandwritten 
or typed drafts^ and do other routine work. 

Experienced or senior typists^ generally perform work requiring a 
particularly high degree of accuracy or independent judgment. 

Almost 700 J 000 workers were employed as typists in 1970, In addition^ 
hundreds of thousands of workers use typing skills in connection with their 
main job assignments. 

Many employers require applicants for typing positions to take a test 
to show their speed and accuracy. Typists should have a good understanding 
of spelling J vocabulary^ punctuation^ and grammar. 

Employers prefer to hire high school graduates. 

A typist may be promoted from a junior to senior typist or to other 
clerical work involving greater responsibility and higher pay. 

Employment opportunities are expected to be favorable through the 1970' s. 
As modem businesses continue to expand in size and complexity^ more typists 
will be needed. 

Although the salaries for typists are not as high as those for 
secretaries J an experienced typist can earn a reasonably good income. 
Look in the classified advertisements of your local newspaper to see what 
the advertised salaries for beginniyig and experienced typists are in your 
community. 
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STUDBIT MATERIALS 



Following is an 11 -page "Typist Job Simulation" which 
is to be duplicated, collated, and stapled into packets 
for student use. 

The simulation contains activities that might be per- 
formed by a typist and it requires students to address 
envelopes and to fold letters for insertion into large 
and small envelopes. 

The teacher's key and discussion guide for this simulation 
are found on the preceding pages. 
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UNIT 10 



WORKING AS A TYPIST AT THE BENTON MOTOR CAR COMPANY 

Bill Jensen is a typist in the marketing department of the Benton Motor 
Car Company. In his job, Bill types reports, business forms, letters, and 
addresses. He also uses a calculator to add figures on bills and to check 
figures on other business forms. He uses duplicating machines to make copies 
of correspondence and other business papers, and he performs many other gen- 
eral office duties. 

Bill is ill today and you have been asked to take his place. YoiTwill 
have time to perform only a few of Bill's duties. You will: 



1, Address 
Envelopes 




s( 2, Check 

Zip Codes 




3, Fold and Insert 

Letters into Envelopes 




Before you begin your first task, study the Correspondence Manual on the 
following page to see how you will be expected to prepare outgoing mail 
at the Benton Motor Car Company. 
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ADDRESSING AND FOLDING LARGE ENVELOPES 



8 A.M.— When you arrive at work today, you find the following memorandum 
from Mr. Carlson of the Marketing Research Department: 




mmi MOTOR CAR COftM 

From the Desk of HARRY CARSON . ; . 
Bill: 

I have signed the attached letters to Mrs. Aio 
and Mr. Sarlo^ but I don't see any addressed envelopes 
for these letters. Please address a large (No. 10) 
envelope for each letter and get the letters in 
today 's mail. 



H.C. 



Generally^ envelopes are addressed at the time the letter is typed; how- 
ever^ for some reason Bill has not addressed envelopes for these letters 
so you should address them following the instructions below. 

instructions- Go to page 6. Then: 

1. Address one of the envelopes shown on page 6 to Mr. Sarlo and the other 
to Mrs. Alo, using the addresses shown on the letters to them (pages 4 
and 5). 

2. Next, fold the letters to Alo (page 4) and Sarlo (page 5) for insertion 
into large envelopes. After you have folded the letters, place them 

on the envelopes you have addressed to be sure they will fit into the 
envelopes easily. 

NOTE: In addressing the envelopes and folding the letters, you will want 
to refer to the Correspondence Manual instructions on page 2. 

3. After you have addressed the envelopes, folded the letters, and checked 
your work, go to page 7 and follow the instructions given there. 

NOTE: Each state has been assigned a two-letter state abbreviation that 
may be used in addresses containing zip codes. In the letter to Alo the 
"HI" in the inside address is the official two-letter abbreviation for 
Hawaii. In the Sarlo letter the "lA" is the two-letter abbreviation for 
Iowa. What is the two-letter abbreviation for your state? . 
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July 1, 197- 



Mr. Ronald Sarlo 
605 East Lake Street 
Hana, lA 50677 

Dear Mr. Sarlo: 

You are one of the finalists in the NAME THE COMPACT contest. Out of 
more than one thousand names submitted, your entry has been selected 
as one of twenty from which the final selection will be made. 

The final choice of winner will be made within a month. You will be 
notified when the selection has been made. 

We congratulate you on being one of the finalists. 

Sincerely yours, 

Harry (farson 
Marketing Researcher 



bj 
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BEWTOH MOTOR CO. 




232 Market Street 
Detroit, Michigan 48201 



July 1, 197- 



Mrs. Victor Alo 

915 Hana Drive 

Captain Cook, HI 96704 

Dear Mrs. Alo: 

You are one of the finalists in the NAME THE COMPACT contest. Out of 
more than one thousand names submitted, your entry has been selected 
as one of twenty from which the final selection will be made. 

The final choice of winner will be made within a month. You will be 
notified when the' selection has been made. 

We congratulate you on being one of the finalists. 



Sincerely yours. 




Harry Sarson 
Marketing Researcher 



(Simulation Page 5) 
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LARGE (No. 10 size) ENVELOPES 






(Simulation Page 6) 
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ADDRESSING AND FOLDING SMALL ENVELOPES 



1 P.M.— When you return to your desk after lunch, you find the following 
memorandum from Mr. Benton, president of the company: 



BefTON MOTOR CAR CCMPAf^lY 

i From the Desk of ARTHUR i?. BENTON . . . 
i 

I Bill: 

j Here are two personal letters I have written 

i 

! and would like mailed today. Please address one of 
my small personal envelopes for each letter, 

A. R. Benton 





INSTRUCTIONS: Go to page 10. Then: 

1. Address one of the envelopes shown on page 10 to Ms. Sonja Crestwood 
and the other to Mr. Rimmel Strickland. Their addresses are shown on 
the letters on pages 8 and 9. Refer to page 2 to find the proper zTp 
codes. 

2. Next, fold the letters to Crestwood and Strickland for insertion into 
small envelopes. After you have folded the letters, place them on 
the envelopes you have addressed to be sure they will fit into the 
envelopes easily. 

NOTE: In addressing the envelopes and folding the letters, you will want 
Ho refer to the Correspondence Manual instructions on page 2. 



ERIC 



(Simulation Page 7) 



172 



Arthur R. Benton 
180 Oak Circle 
Detroit^ Michigan 48212 



July 1, 197- 



Mr. Rimmel (Bunny) Strickland 
9414 Warren Way 
Alba, Michigan 49909 

Dear Bunny: 

Jennie asked me to let you know she arrived safely 
in London and had a nice visit with your cousin Rachel* 
They have decided to tour the Shakespeare ountry together 
next week. 

When Jennie returns home, we would like you and 
Sarah to have dinner with us at the Club. Let's plan 
on July 30 tentatively, if that is convenient for you. 



Cordially, 




(Simulation Page 8) 
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Arthur R. Benton 
180 Oak Circle 
Detroit. Michigan ^18212 



July 1, 197-- 



Ms. Sonja Crestwood 
80 Arlington Place 
Beechwood, Michigan 49611 

Dear Sonja: 

Thank you for Inviting Mrs. Benton and me to 
your annual garden party. We remember your previous 
parties with fond memories and are glad to tell you 
we will be able to attend your party August 10. 

You may know that Jennie is in England, but she 
will be returning the last week in July. I am sure 
she will call you as soon as she returns. 




(Simulation Page 9) 
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SMALL (No. 6 size) ENVELOPES 




A. R. Benton 
180 Oak Circle 
Detroit, Michigan 48212 





A. R. Benton 
180 Oak Circle 
Detroit, Michigan 48212 
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UNIT 10 
WOULD I LIKE THIS CAREER? 



Listed on the left below are duties of the typist as listed in this unit. 
In the blank space at the right, name a personal characteristic you feel a 
typist should have to perform that duty. An example of a characteristic 
might be "patience to do the work correctly." 



1. 


Addressing envelopes 


1. 


2. 


Looking up information 


2. 


3. 


Typing 


3. 


4. 


Folding and inserting materials 


4. 




into envelopes 





Do you think you would like to be a typist? 

Why is it useful for men and women to know how to type? 



How can men and women use this skill in other areas? 
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UNITU 



HOW A COURT f€P(MR uses THE 
mmi(S OF ENGUSH ON THE JOB 



fWOSE 

The purpose of this unit is to provide students with an opportunity to 
reinforce their knowledge of punctuation, capitalization and spelling while 
learning something of the work performed by a court reporter. 

M^JOR ACriVITY 

The major activity in this unit is a simulation of the work performed 
by a person working as a court reporter. The simulation exercises give 
students an opportunity to see some of the types of things a court reporter 
does and to see some ways in which standard English— in this case punctuation, 
capitalization and spelling— is used by court reporters on the Job. It would 
be helpful to the students if they have access to a dictionary. while working 
on this unit. ' 



Before olaas begine : 

1. Duplicate enough copies of the simulation packet (white sheets at the 
end of this unit) to provide each student with a copy. 

2. Read "Background Information on Court Reporters" on page 187* 

DuHng class: 

1. Distribute the simulation packets, reading and discussing the first page 
with students. Suggested discussion topics are given In the teacher's 
key to the simulation* (pages 181-186). 

2. Ask students to complete pages 2 through 5 of the simulation. 

3. When students have finished the first five pages, go through the simu- 
lation with them, checking answers and discussing the topics shown in 
the teacher's kesy. 

4. After checking the simulation exercises, have students turn to page 6^ 
to answer the questions and discuss the topics at the top of the page. 

5. If time permits, use one or more of the discussion topics or activities 
listed on the following page to conclude the unit* 
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OPTIONAL ACTIVITIES 



Dictation Game— Students may enjoy trying their skill at taking dictation and 
seeing how fast they can write using abbreviations or symbols. When they 
transcribe their notes, they will get practice in the mechanics of English. 

1. Duplicate a copy of the "Dictation Game" sheet for each student (page 180) 

2. Allow students 5-10 minutes to read through the material and practice 
writing the shorthand symbols. 

3. Dictate in random order the words students have learned to give 
practice in taking shorthand. 

4. Dictate each letter below at the speed indicated. The slash marks (/) 
divide the letters into 20-word segments as an aid to regulating 
dictation speed. Before you dictate each letter, have students mark 
their paper with the number of the letter and the speed it will be 
dictated. 

5. Dictate each letter at increasing rates of words per minute until 
students indicate they can no longer keep up. Have students transcribe 
in longhand the letter they think they got most completely. 

6. After students have transcribed their notes into longhand, go over the 
letters, making sure to indicate where punctuation marks, capital 
letters, and correct spelling of tricky words occur*. 

7. Have students correct their own papers. The student who transcribes 
the letter dictated at the highest speed with the least amount of 
errors wins the game. 

Optional Discussion Topics: 

1. Ask students if their hands got cramped and they, became more, tense 
as the dictation spaed increased. If so, point out that knowing 
shorthand enables people to write fast without becoming tense. 

- 2. Ask students, how they liked transcribing their notes into longhand. 
Did they experience any difficulty with spelling, punctuation, or 
capitalization? 

i 

Letter Number 1 Dictation Time: 40 seconds Rate: 30 WPM 

Dear Jeff: Please send me back the equipment you borrowed from 
me. I want to use it on a new / job. Sincerely, 



Letter Number 2 Dictation Time: 40 seconds Rate: 35 WPM 

Dear Betty: I want you to use the sample I am sending you. 
You will find it will work better / than the kind you are using. 
Yours truly. 



Letter Number 3 Dictation Time: 40 seconds Rate: 40 WPM 

Dear Joe: We want to be fair with you but we cannot let you take 
advantage of us. We must / Insist that you live up to our contract. 
Sincerely, 



Class Trial ; Conduct a trial in class based upon a classroom incident or 
discipline problem. Have students assume the various roles of lawyer, judge, 
witness, etc. and try the cise in the classroom. Students may want to simulate 
in class the courtroom drama they have seen on such TV shows as Perry Mason or 
Owen Marshall. 

Courtroom Play ; Bring to class an actual transcript from a trial. Actual 
transcripts, or information regarding sources for locating a transcript,may 
be obtained from the public library, county law library, district attorney 's 
office, or county/district court clerk. Duplicate it and have different stu- 
dents take the role of lawyers, judge, witnesses, court reporter, defenint, 
etc., and read the parts as if they were in court. The class members who do 
not have one of the roles may serve as jurors. After the case has teen read, 
have jury members vote on whether they would find the defendent guilty or not 
guilty based on the testimony they have heard. 



FIELD TRIP: 

... to a county courthouse to observe a court in session and learn more 
about the careers involved in law enforcement, including the Job 
of court reporter. 

... to any hearing or meeting where the judicial process is in operation, 
such as city council . 

(See Held Trip Guide in Appendix for field trip proaeduree.) 

INTERVIEW: 

... a court reporter who works for the state or local government. 

... a private court reporter who works under contract in a variety of 
Bitdations. 

... any member of the law enforcement occupations that students are 
interested in. 

(See Interview Guide in Appendix for procedures on conducting a group 
interview. ) 

ATOITKM. OCCUPATIONS IN THE ENFORCE^ENT APEA 
THAT STUDENTS M WISH TO EXPIRE: 

Police station- Precinct Connander, Desk Lieutenant, Patrol Sergeant. Police 
Cadet, Etetectlve , Juvenile Officer, Traffic Officer, Policewoman, Dispatcher, 
typists, secretaries. 

Court-Court Clerk, Administrator, Deputy Clerk, Legal Stenographer, Clerk 
TypTst, Bailiff, Judge, Lawyer, District Attorney. 
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DICTATION GAME 



In this game, you will learn several shorthand symbols and use them 
in taking dictation from your teacher. The better you learn the symbols, the 
faster you will be able to take dictation. After you read this_.sheet and 
practice witing the shorthand symbols, several Tetter* wtH l)» tilejkttc^ to you 
at different speeds. 

Vld you know that . . . 

Mo&t pe.oplc. mite, longhand at a nat& 35-40 mftd& peA minutz. 
In mtting, 50 mfidi make, up oveA one.-haZi o^ alt mXttzn mndi>. 

Shown below are seven brief forms that are used in shorthand. 
Look over the words and the symbols for them until you have them memorized. 
In the space below practice writing the shorthand symbols until you feel 
comfortable using- them rather than writing the words in longhand. 
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UNIT n 
TEACHER'S KEY 



Simulation page 1 

Go over page 1 of the simulation 
activity with students. 

a. Ask the students whether they 
are acquainted with any court 
reporters. 

b. If so, ask whether they think 
that the court reporters they 
know really do the types of things 
described here. 



In a discussion develop the idea 
that court reporters must: 

a. Have a wide vocabulary so they 
can record the varied words 
spoken in court. 

b. Be able to concentrate and 
work steadily for several 
hours without any halt in the 
phce. 

c. Be able to sit in one location 
for long periods of time. 

d. Be able to keep information 
confidential . 



oinii 

MUIW AS A COWT umTCK 



fm h«v« Jutt MtU «t • cowrt nmUr in Ct«ryto<i, Nw YtrK. 
Stnct ItMfTM i% your flrtt Uf of work. y«tt Ocftft to rtvl«M mm t«trk 
tMt J«Afct Cvtrly. th« Qirt you «rt rt^Uelnf, 4i4 At pirt of 
TlMM trf MM Mjtr itpMtt tf « court rt^rttr't JM. 




mOCZESIHGS 



5. (WOUNS 

onriDerriAL 
irrcnmriON 

HHrty all cowrt rtporttri r«cortf cowrtroo^Trocetdln^f by « /■♦thod lro»*n it 
MChfM thorth4n4. Thi5 MChint Mtnotf aMo><t courC rtportert to rtcortf 
wrtff at tK« r«ti of tver 2Z5 Mrdi ter ntnucc. 1/ corotrlton. • <ioo4 
MCrvtiry tikinf itertruf>4 ky another Pttrratf. luch if Crtog ShortUnd. it 
Itktty U tikt ^IcUtion it ooty 120 «rd» p«r mnutt or Ihi* If Nw 

tJif »hr«it. VOA mt/cc /♦-•xd »t#ne, nUh <MMCy iM wrltttn in 

tht tMO Mjfr thorth«n4 tystttit. 
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Simulation Page 2 



CHECK: 



Letters crossed out and 
corrected in the court transcript 
at the right are recommended: 
capitalizations, changes in 
punctuation, or spelling. 
Arrows indicate inserted 
punctuation markn. Go 
over the corrections with 
students and discuss the 
reasons behind the changes. 



Optional Discussion Topics 

1. Did you enjoy reading 
the court transcript 
and correcting it? Why? 

2. Why is it so important 
that a court transcript 
be accurate? 

Answer: Beaause the 
transcript becomes an 
official record of 
testimony^ witnesses^ 
exhibits^ and interrogation, 

3. Ask students if they know 
how court reporters go 
about converting their 
machine shorthand tape into 
typed material . 

Answer: 

a. They read the tape and 
type a rough draft as they 
look at the tape. 

b. They read aloud from the 
tape and record the transcript 
on a machine. This machine 
records similarly to a tape 
recorder. The sound recording 
is then given to a typist who . 
listens to the transcription 
and types a copy from the re- 
cording. 

4. Point out to the students 
that court reporters may use 
either machine or symbol short- 
hand. Also, the only court- 
room proceedings that are tran- 
scribed are in the case of 
appeals where the court orders 
a transcript. 



mnm txmmm pmccehnos 

Jinlct Evtrly, th« firl you «re replacing, typed a rough draft copy of the 
courtroom proctedlngi given below. Before an official transcript of the trial 
cw bt typed from the manuscript below, It iiust be completely accurate. After 
the official transcript has been typed and certified by you, the court reporter. 
It will be placed on file as a legal document. 

Instructions: Read the actual courtroom interrogation given below. Then, 
go back over the manuscript and correct all 'spelling, punctuation, and capitalize tit* 
errors you can find. 

TWa JU a iCflwcxt oi a VuaI in iMch a ianyiA JU nwutUonb^ HoAotd HOidtuon, 
Jtkt MZZt^td victlM oi OiAmtt and bu^toAy. 

LAHYEH'S 

Question: Would you please state your full name. 

WITNESS' ^ VV 
Answtr: Mrold Ifinderson. 

Q: Whit Is your address? ^ . n yj 

A: 109 wtjiller blvd claryton ny ] 

Q: What Is yoMv^^joan^itamt-^ 

A: Bartender. 1^ 

Q: Where are you employed? 

A: Ktrr1gan*s Ur on'^rth Street. 

Q: Do you recall the events of January 29^1974? 

• A: I do. 

Q: Where were you at approximately ZjmCon January 29, 1974? 

A: At the bar-Harr.lgan's. 

Q: Did* something happen at atout 2 a.m.? 

A: Yes. . ^ 



Tell the Jury,please*what happened. 

I was counting the money In the cash. r a f wt wr, when this man 



4 

fijThe 



defendant. 



told me to put my hands up. I turned around and saw him holding a knife 
in his hand. I put my hands up. The defendant then came around to the 
back of the bar. As he put his hand into tha reqUtar. I made a Xmi for 
hin. We wrestled around on the fipor and he stabbed me in my stoouch. 



He got u 



ip^ook a 



4 



handful of money^and ran. 

(Sfmulatfon Page Z) 
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Simulation Page 3 



(See Teacher's Guide on 
preceding page.) 



Q: Hr. Htndtrsof^id you lose consciouinws ifter the knife entered your 
A: Ho. 

Q: You were able to get up fro« the noor|Were you not? 
A: Just bMrV. 

Q: Whit MS tht first thing you did >t^tn you got up? ^ . 

A: I called tht Cltryton j61ict tlfcpartaient. 
Q: After calling the police, whet did you do? 
A: I sat down end welttd for then. 
Q: Did you look In the cesh register? 
A: Ho. 

Q: Old iSS^ cooe Into the Ur between the time you called the police end 

jtHtrt errivel? 
A: NO. 'X 

Q: When the police arrived,! suppose you told th«n the saw story you Just 
* told us? 

A: I told then exactly what happened. 

Q: Did you let out a scream when you felt the knife go into your body? 
A: I did. 

Q: Did you say, something? i 
A: I yelledyt 'v e b e— , t^ihh ed 

Q: When the police errived. what did they do with the '^^^•^^^^^^ 
A: One officer wiped the blood off and wrote a nwber on the bM&. 
Q: Mr. Henderson. Is this the knife you were- stabbed with? 
A: Yes. ^ 
La><yer: ! have no more questions of the witness^your honor. 
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CHECK: 



The items that are confidential 
are checked at the right. 

Why do you think these items are 
confidential? 

Answer: Each of the five 
iteme deals with privileged 
information that the court 
reporter would hear as part 
of the gob in the courtroom. 



Optional Discussion Topics : 

1 . What are some tactful 
replies you would give to 
family and friends if they 
asked about a secret you 
knew but promised not to 
tell? 

2. What other occupations can 
you think of that handle 
information that must be 
kept secret? 



WTM oortMiimL mtmcnm 

It • trntrt r i»if Hi » iHII kt MftH • vtHnr tf pMfU frpt 

•11 Mikf tf lift. You will hMr t««tf««ny In court About H^U*t pr1v«U 

IIVM, tkwtt li^trUnt flMncUl trtJMKtlMt, crlntt tMt h<v« bMA 

eMHtt«4. Tm ir« trusttd mX^to rtfut th« coiifl)«itU1 InftrMtlon 

ym hiv« lMnM4 In tfw cours* tf your jtb, or to f1v« your opinion About 

litftnMtlOfi hHH In court. 

IintructlOftfl: 61v«fi btlow «r< qutttlont ycu might bt itktd th«t dMi with 
yMT Job u « court rtporur. ^lact a chtchMrk bt4ld« tht quMtlont you could 
llX^f^'' bflC4UM ttey concern confldintUl In/omation, or th«y roquiro you 
M|Mtt 4 Jud j tHt Oft InfonuClon hurd In court. 



1. 



r fiit 4t you UU dictation In court? 



Do ym tliink that ntn Mfw saw th« Harrison mrrftr and robbery Mod on 
tht vltnois stand? 

NtQf 4to you think It took tht la^oran tight diys to pick a Jury for tliat 
Mrcttlcf caia? 

4 . Uhtrt ¥irt you a court rtporttr bt/ort your prtitnt job? 

✓^i . Htw wch Monty did that bank prttldtnt rttlly «aM2zte btfort they caught 
h1«? 

WMt 4Ht tht balll/f say Mhtn ht It twtaring ptopit in at wltntttts? 

Jfe^. 0» think that Or. Jon«s rtally klllttf htr hutband btcautt ht had 
• f IrlfrltfMf? 

** What klAd 0/ trial do you think It tht aott Inttrtttlrt^ to rtcord? 

Do yM think tha pollciMn btino tritd for InvolunUry Mrtillughttr 
btcaMt ht klllad tht robbtr mIII bt found guilty? 

1 0* tity *> you llkt your Job? 



(SiMlatloft Paga 4} 
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Simulation Page 5 



CHECK: 



Students should have underlined 
eight words with capitalization 
or spelling errors, and 
inserted punctuation marks as 
shown at the right. 

Go over the misspelled words 
and correct them in class. 



mtmm m mtoiL mmokirr 



|tf«rf tht Jury 4«c1d«s « p«rsort's guilt or Irmoctnctt tht Utr/tr 
4tfmi\f($ ttm «ccusfd ptrson If «ttoM«<i to Mkt « closing sutentnt. In 
thif ctMinf sUttMtnt, tht liwytr trits to prove to tht Jury that there Is 
"rMloMkU itoubt" «i to wtMth«r tht ttstlaony givtn by ctrUin witncsstt Is 
trvtlifMt. 

iMtnictlMs: thU Is tht ctosinf sUttMnt prtscnttd about tht 
ttftlMny you jMt rttd ky KtrtU Ktndtrson. It conUlns sptUIn^. punctuttlon. 
mi ctpltallutltn trrort that you nttd to locatt and tattr corrtct. Undtrlint 
Mcfi mri thtt.CMUIns a sptltln? tr caplullutlon trror «nd Instrt punctuation 
■T*! M ia1if|r)f. , ^ - 

•nm, JiHTtrv, 1«t*f you tnd I cartfully Iniptct tht facts— Itts you snd 



rt Is a M^tatfUt and gtntttMn^^ 
IctJImv* Ili »«d tntvfh to 



J itt Mhtrt thtrt Is rMiowllplt dtufct. Htrt 
^^m tAtst ttttlaony you 4rt asktd to convli 

coMt^tr conviction on ont Man's wtrtf, but it Is ridiculous when yoti art 
•sU4 tt convict t ptrson on tht weH tf a nan llfct HalM Htndtrson. Look at 
tht Mn ytu art asfctd to btlltvt and thtn ask yours ttf If you rtatty don't 
tnttrtwo rMStntblt doubt. Look at tht"Mn]pirry Htndtrstrffn txconvlct a 
Mfl «ht MS convlcttd of an assault with t knift In t bar hfnsttf. 

Htrt Is Harry Htndtrson who adtlts that ht owns fwltchbladts. Htrt Is 
tht Mn who 1 ltd to you on the witntss sund. You rtntfibtr whtn 1 asktd Mm 
Mhtrt ht WIS tht last year and ht triad to vakt you bttltvt ht was out of work 
whilt ht WIS rtatty trying to constat tht fact that ht was In Jtit for t ytarf 
Htrry Htndtrson has provtn hissttf to bt a bigot and a tltri and you twttvt 
rtastfitbttHilndtd ptopl^swom by thtu^you tMk to carry out Justlct falrty^iif 
trt ttltd to ctnvlct JlMtry on this ilhTttstlMnyj^t supported by any othtr 
tt«tff«ny In this cast. 

Just by txMlnl no Harry Htndtrson ytu iwst havt doubt foundad In rtason. 
•tctwst of thtft fact^ tfk you to find a^ ctltnt Jlway (V«ns Innocent of 
tUt durftf tfilnst h1«. I rtst «y cast." 



CflMtttlon ftgt 5} 
If] 



-t.0'3 

185 



^^Iiiiiil il ;1on Page 6 



The purpose of the questions 
on page 6 of the simulation 
Is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed In the occupation 
explored In this slmiflation- 

Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
Identify resources to which 
students who are Interested 
in this occupation can go 
to explore the occupation 
I further- Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 



WM xim'mann mmm 



dMiicts art you «ouU mioy btfng • court rtptrUr. 




1, Can fit fn cUf I at church for YES HO 
tvvtrti hwn irithiut b«co«lng r«st1«<t 
w4 HttfRf wtrly tlrtd? TO M 



2. Wmti • fr\9ni uUs you a tccret art 
yost AbU to KMp tt? 



3. Art you Inttrttttd In txpaMIng your 
vocabularyr 



YCS NO 



4. Whan yoM *) a elasf projtct 4o you Hkt t» work al0fi« nthtr 

tMn Ifi a JrtupT 



910 



!• Can you ctncaotraU ofl a iptach or cwivariatltn without Itttln^ 
ywr m\n* ***Mtr7 

I. Cm you ftcw yow attention whan you mnt to? 

7, (to you Hkt t$ Uka nout tn claii? 

t. It tht aMtaranct tni accuracy of tha c1ait*)rk you hand In IpporUnt 
' to youT 

fi. Art you a 900^ tpallar? YES 

10. Oo you hold uf irtll In pratturt tituatlons tuch at tp««k1{>9 In 

front 9f a irow^, Uklng tastt. or hurrylrtj to catch a btnl YES 

II. Ubuld you Ilka to ba a court reporttr? TES 



YES 910 
YES MO 
YES M 



NO 

NO 

NO 
MO 



(SlMlitlon faga 6) 
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BACKGROUND INFORMATION ON COURT REPORTERS 




In General 

The work of the reporter is varied and often most interesting * Reporters 
meet people in every walk of life^ many of th&n leaders in their fields. They 
are trusted not to divulge confidential information acquired in the course 
of their duties^ They observe the attempts of fellow men to obtain what they 
believe is rightfully theirs or to avoid the consequences of some misstep. 
They have the opportunity to study the tactics and strategies of attorneys 
and businessmen. They are given an inside picture of American business^ 



labor ^ education^ science ^ and medicine in reporting conventions. 

Of course^ not all of the reporter's work is interesting or exciting. 
Some cases and assignments may be dull and boring; for example^ those involving 
many figures or the itemization of merchandise. Here the reporter must 
develop the attitude that it is all in the day's work. 
Education 

Shorthand Skill — Shorthand is the basic tool of the reporter. The 
minimum speed necessary for reporting is 225 words per minute on matter which 
has not been practiced before. A period of two years of study and practice 
is ordinarily required^ depending largely on the time and effort devoted by 
the students^ and on his sheer determination to succeed. 

Academic Education — The first requirement for the reporter is to take 
down shorthand in the spoken work. To do thisj he must have an understanding 
of what is being said^ in slurred or clear accents^ at high or low speeds. 
This calls for his having an extensive vocabulary ^ a good understanding of 
English grammar^ and S broad general knowledge. If at all possible^ the 
prospective reporter should attend a junior college or college. This would 
provide the broad academic background helpful to the reporter in his work. 
Earnings 

The salaries of official reporters and the extra income usually earned 
by furnishing transcripts to interested parties for a fee vary widely throughout 
the country, Depending upon local customs, official reporters may further 
supplement their incomes by undertaking outside reporting assignments, such as 
recording convention proceedings. For information on salaries of court reporters 
in your area, consult the want ads of a newspaper. 
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SHrar MATERIALS 



Following is a six-page "Court Reporter Simulation" which 
is to be duplicated) collated, and stapled into packets 
for student use. 

The simulation contains activities that might be performed 
by a court reporter and it requires students to apply their 
knowledge of writing mechanics—spelling, punctuation, and 
capitalization. 

The teacher's key and discussion guide for the Simulation 
is found on the preceding pages. 
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UNIT 11 



WORKING AS A COURT REPORTER 



You have just been hired as a court reporter in Claryton, New York. 
Since tomorrow is your first day of work, you decide to review some work 
that Janice Everly, the girl you are replacing, did as part of her job. 
These are some major aspects or" a court reporter's job. 




1. Recording ccxftroom 
proceedings 



3. Handling 
confidential 
information 





2, jRANSCRIPINfi 
NOTES 



Nearly all court reporters record courtroom proceedings by a method known as 
machine shorthand. This machine method allows court reporters to record 
words at the rate of over 225 words per minute. By comparison, a good 
secretary taking shorthand by another method, such as Gregg Shorthand, is 
likely to take dictation at only 120 words per minute or less. This is how 
the phrase, "W-cth mcLUae. touxxAd none, uiUh aha/Utij ion a££,"is written in 
the two major shorthand systems. 




MachirM 

w 

P H A L 

eu s 

T 0 " 0 

T P H 0 W 

w 

K H A K 

T CO 

r p 0 ■ « 

A 0 U 
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EDITING COURTROOM PROCEEDINGS 



Janice Everly, the girl you are replacing, typed a rough draft copy of the 
courtroom proceedings given below. Before an official transcript of the trial 
can be typed from the manuscript below, it must be completely accurate. After 
the official transcript has been typed and certified by you, the court reporter, 
it will be placed on file as a legal document. 

Instructions: Read the actual courtroom interrogation given below. Then, 
go back over the manuscript and correct all spelling, punctuation, and capitalization 
errors you can find. 



TkU >c6 a 6^gmeJ1X a tAJjil aji u)ltLah a Zca^yoA i6 quutloKing Ha/iold Hmdzuon, 
thz aZZzgtd vicXm a64>autt and buAgloAy. 



LAWYER 

Question: Would you please state your full name. 



WITNESS' 
Answer: 

Q 
A 

Q 
A 

I Q 

A 

Q 
A 

Q 
A 

Q 
A 

Q 
A 



J/^rold Henderson. 

What is your address? 

109 w miller blvd claryton ny 

What is your ocupation? 

Bartender 

Where are you employed? 

Harrigan's Bar on north Street. 

Do you recall the events of January 29 1974? 

I do. 

Where were you at approximately 2 am on January 29, 1974? 

At the bar--Harrigan s. 

Did something happen at about 2 a.m.? 

Yes. 

Tell the jury please what happened. 

I was counting the money in the cash registur, when this man the defendant, 
told me to put my hands up. I turned around and saw him holding a knife 
in his hand. I put my hands up. The defendant then came around to the 
back of the bar. As he put his hand into the register, I made a lung for 
him. We wrestled around on the floor and he stabbed me in my stomach. 
He got up took a handful of money and ran. 
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EDITING COURTROOM PROCEEDINGS (Cont.) 

Q: Mr. Henderson. did you lost consciousness after the knife entered your 

body? 
A: No. 

Q: You were able to get up from the floor were you not? 
A: Just bearly. 

Q: What was the first thing you did when you got up? 
A: I called the Claryton police department. 
Q: After calling the police, what did you do? 
A: I sat down and waited for- them. 
Q: Did you look in the cash register? 
A: No. 

Q; Did any one come into the bar between the time you called the police and 

there arrival? 
A: No. 

Q: When the police arrived I suppose you told them the same story you just 
told us? 

A: I told them exactly what happened. 

Q: Did you let out a scream when you felt the knife go into your body? 
A: I did. 

Q: Did you say something? 
A: I yelled i've been stabbed 

Q: When the police arrived, what did they do with the knife? 

A: One officer wiped the blood off and wrote a number on the blaid. 

Q: Mr. Henderson, is this the knife you were stabbed with? 

A: Yes. 

Lawyer: I have no more questions of the witness your honor. 



^ (Simulation Page 3) 
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DEALING WITH CONFIDENTIAL INFORMATION 

As a court reporter, you will be involved with a variety of people from 

all walks of life. You will hear testimony In court about people's private 

lives, about important financial transactions, and crimes that have been 

committed* You are trusted not to repeat the confidential information 

you have learned in the course of your job, pr to give your opinion about 

information heard in court. 

Instructions: Given below are questions you might be asked that deal with 
your job as a court reporter. Place a checkmark beside the questions you could 
not answer because they concern confidential information, or they require you 
to pass a judgment on information heard in court. 

How fast do you take dictation in court? 



1. Do you think that man who saw the Harrison murder and robbery lied on 
the witness stand? 

Z. Why do you think it took the lawyers eight days to pick a jury for that 
narcotics case? 

_4. Where were you a court reporter before your present job? 



_5. How much money did that bank president really embezzle before they caught 
him? 

_6. What does the bailiff say when he is swearing people in as witnesses? 

_7. Do you think that Dr. Jones really killed her husband because he had 
a girlfriendr^ 

_8. What kind of trial do you think is the most interesting to record? 

_9. Do you think the policeman being tried for involuntary manslaughter 
because he killed the robber will be found guilty? 

JO. Why do you like your job? 



(Simulation Page 4) 
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PREPARING AN OFFICIAL MANUSCRIPT 



Before the jury decides a person's guilt or Innocence, the lawyer 
defending the accused person is allowed to make a closing statement. In 
this closing statement, the lawyer tries to prove to the jury that there is 
"reasonable doubt" as to whether the testimony given by certain witnesses is 
truthful . 

Instructions: This is the closing statement presented about the 
testimony you just read by Harold Henderson. It contains spelling, punctuation, 
and capitalization errors that you need to locate and later correct. Underline 
each word that coatains a spelling or capitalization error and liisert punctuation 
marks where you find_tl3eni missing. . 

"Now, jurrors, let's you and I carefully inspect the facts— lets you and 
1 see where there is reasonible doubt. Here is a man ladies and gentlemen 
upon whose testimony you are asked to convict Jimmy. Its bad enough to 
consider conviction on one man's word, but it is ridiculous when you are 
asked to convict a person on the word of a man like Hairy Henderson. Look at 
the man you are asked to believe and then ask yourself if you really don't 
entertane reasonable doubt. Look at the man Harry Henderson an exconvict a 
man who was convicted of an assault with a knife in a bar himself. 

Here is Harry Henderson who admits that he owns switchblades. Hers is 
the man who lied to you on the witness stand. You remember when I asked him 
where he was the last year and he tried to make you believe he was out of work 
while he was really trying to conseal the fact that he was in jail for a year. 
Harry Henderson has proven hisself to be a bigot and a liar; and you twelve 
reasonable-minded people sworn by the oathe you took to carry out justice fairly 
are asked to convict Jimmy on this mans testimony not supported by any other 
testimony in this case. 

Just by examining Harry Henderson you must have doubt founded in reason. 
Because of these facts I ask you to find my client Jimmy Owens innocent of 
the charges against him. I rest my case." 
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WOULD I LIKE THIS TYPE OF WORK? 



-Read and circle each answer below. If most of your answers are "yes," 
chances are you would enjoy being a court reporter. 




1. 



Can you sit in class or at church for 
several hours without becoming restless 
and getting overly tired? 



When a friend tells you a secret are 
you able to keep it? 



YES NO 



YES NO 



3. Are you interested in expanding your 
vocabulary? 



.YES NO 



4. When you do a class project do you like to work alone rather 
than in a group? 



YES NO 



5. Can you concentrate on a speech or conversation without letting 

your mind wander? - YES NO 

6. Can you focus your attention when you want to? YES NO 

7. Do you like to take notes in class? YES NO 

8. Is the appearance and accuracy of the classwork you hand in important 
to you? YES 



9. Are you a good speller? 



NO 

YES NO 



10. Do you hold up well in pressure situations such as speaking in 

front of a group, taking tests, or hurrying to catch a bus? YES NO 



11. Would you like to be a court reporter? YES NO 



f.:-j if 



erJc 
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UNIT 32 

HOW AN EXECUTIVE SEOCTARY uses the 
MECHANICS OF ENGLISH on the job at 

THE RaVENSWOOD PoLICE STATION 



pufm: 

The purpose of this unit is to give students an opportunity to use 
their knowledge of the mechanics of writing— punctuation, spelling, and 
capitalization— while learning something of the work performed by an executive 
secretary. 



MAJOR ACTIVITY 

The major activity in this unit is a simulation of the work performed 
by an executive secretary at the city police station in Ravenswood, Oregon. 
The simulation exercises give students an opportunity to see some of the 
types of things an executive secretary does and to see some of the ways 
the mechanics of writing are used on the job. it would be helpful to the 
students if they have access to dictionaries while working through this unit. 
Before olaas begins: 

1. Duplicate enough copies of the simulation packet (white sheets at end 
of this unit) to provide each student with a copy. 

2. Read "Background Information on Executive Secretaries" on page 207. 
During class: 

1. Distribute the simulation packets, reading and discussing the first 
page with students. Suggested discussion topics are given in the 
teacher's key to the simulation (pages 201-207). 

2. Ask students to complete pages 2 through 5 of the simulation. The 
first simulation exercise (page 2) requires you to dictate to students 
the letter shown on page 196. 

3. When students have finished the first five pages, go through the simu- 
lation with them, checking answers and discussing the topics shown in 
the teacher's key. 

4. After checking the simulation exercises, have students turn to page 6 
to answer and d1scu4S the questions listed there, 

5. If time permits, use one or more of the discussion topics or activities 
listed on the following page to conclude the unit. 
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OPTIONAL ACTIVITIES 

1*^ Duplicate and have students comDlete the "Executive Word Power" 
vocabulary activity on page 199. The answers to the activity are 
shown in the box below. 

Discuss with students the importance of a good vocabulary to an 
executive secretary. Develop the idea that an executive secretary 
works primarily with top-level managers and others who have fairly 
extensive vocabularies. 

If students enjoy this vocabulary activity, you may want to set up a 
vocabulary list of your own to use periodically. Or, you might bring 
"It Pays to Enrich Your Word Power" pages from Reader's Digest magazine 
for use in class. 



Answers to "Executive Word Power" Activity 



1. 


(b) indirect 


8. 


(b) undecipherable 


15. 


(a) essential 


2. 


(c) moral 


9. 


(c) excuse 


16. 


(c) yield 


3. 


(c) profitable 


10. 


(b) stimulus 


17. 


(c) admittance 


4. 


(a) to pay 


11. 


(c) exclusive control 


18. 


(c) endanger 


5. 


(b) humiliation 


12. 


(b) delete 


19. 


(d) avoid 


6. 


(a) final 


13. 


(c) blame 


20. 


(c) mislead 


7. 


(a) unprincipled 


14. 


(a) to influence 







Have students read and edit the "Dear Chief" letter shown on page 200. 
This is a letter written to the chief of police of a small town and 
contains many errors. Students are to find the errors in the letter 
and then answer the discussion questions at the bottom of the page. 



The key to the "Dftar Chief" 
letter is given at the right. 

Develop the idea that a well- 
written letter of application 
is very important when one is 
looking for a job. The letter 
should be clearly worded and 
written in standard English, 
be mechanically correct, and 
provide all essential infor- 
mation about the applicant. 



4, IfU 



wItAJkf * Mi 
tat ^^SSfki iklAi •{ mts 

t4C «( ktrnt liUU UfU4kt i»\mtt» cjm U mjuC 
AiMfUtUiH 
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FIELD TRIP 

. . .to the local police station to observe the complete operation 
of the station and learn more about careers in law enforcement 
and about careers that support the law enforcement officers- 
such as secretaries, typists, telephone operators, etc. 

. . .to any local business or manufacturing firm that employs an 
executive secretary or administrative assistant to learn more 
about the work performed by these high-level office workers. 

(See Field Trip Guide in Appendix for field trip procedures) 

iweviEW 

. . .an executive secretary or secretary from a police station. 

. . .an executive secretary from any local organization. 

. . .an employee in any law enforcement or other public service 
occupation in which students express interest. 

(See Interview Guide in Appendix for procedures on conducting 
a group interview. ) 

ADDITIONAL OCCUPATIONS IN THE COMMUNICATIONS INDUSTRY 
THAT STUDENTS MAY WISH TO EXPLORE: 

See Optional Activities section of Unit 11' 
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LETTER TO BE DICTATED 
(Executive Secretary Job Simulation) 



The following letter is to be dictated to students as a part of the first 
exercise of the Executive Secretary Job Simulation which is the major activity 
in Unit 12. 

DICTATING INSTRUCTIONS: 

Dictate slowly every word in the letter below, indicating where each new 
paragraph is to begin. (Do not dictate the punctuation marks) 

Alternative Suggestion: Do not tell students when to begin new paragraphs. 
After you finish dictating, ask students to decide upon paragraphing. 



Take a letter to 

Mr. John White 

120 South State Street 

Albany, California 94716 

Dear Mr. White: 

Thank you for your letter of September 30, 197-, in which you praise 
officers Lewis, Smith, and Scott. We are glad that these officers 
were able to help you after your automobile accident in Ravenswood, 
Oregon. 

Because so many people condemn the police today, we are especially 
happy to receive warm, friendly letters like yours. 

Any time you are in Ravenswood and need assistance, please feel free 
to call on us. 

Sincerely yours. 



Alvin Dix 
Chief of Police 



After the dictation is complete, ask students to read through what they have 
written to be sure they have spelled, punctuated, and capitalized correctly. 
When they have made all necessary changes, ask them to copy the letter onto 
the letterhead form provided in the simulation. Remind students to write the 
date just below the letterhead. 
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"Executive Word Power" 



People in executive positions generally have a fairly good vocabulary 
and expect those who work with them--secretaries, executive secretaries, etc- 
to have a good vocabulary also. 

Below are 20 key words that are everyday words for most executives. See 
how many of these you know by checking the word or phrase nearest in meaning 
to the key word. 



1 . 


devious 


2. 


ethical 


3. 


lucrative 


4. 


defray 


5. 


indignity 


6. 


ultimate 


7. 


unethical 


8. 


illegible 


9. 


exempt 


10. 


incentive 


n. 


monopoly 


12. 


censor 


13. 


censure 


14. 


affect 


15. 


vital 


16. 


submit 


17. 


access . 


18. 


jeopardize 


19. 


evade 


20. 


delude 



ji: 
jx: 
ji: 
a: 
a: 
a: 
ji: 
ji: 
a: 
jx: 
_ai 
ji: 
_a: 

S' 

jz: 

a, 



amu8^ng 
practical 



b: indirect 



c: stealthy 
c: moral 



d: happy 



b: professional 

illegally gained b: fortunate 

to pay b: pull back 

penalty b: humiliation 

final h: oritiaal a: Limited 



d: religious 

c: profitable 

c: tatter d: go around 

blame d: rebuke 

d: decisive 



unprincipled b: irreligious c: impojoible 

not qualified b: undecipherable c: unlawful 

to exclude b: deprive c: excuse d: overlook 

obligation b: stimulus c: pretext d: ambition 

combination b: acquisition c: exclusive control 

to scold b: delete c: fabricate d: deceive 

to reject b: suppress c: blame d: remove from offu 

to influence b: upset c: conclude d: to stop 

essential b: aonclui^ive a: aignifiaani ^ d: poor 

to consider b: evade c: yield d: a^jraa 

improvement b: aid c: admiitance or panrMga 

a: to unbalance b: wear away o: endanger d: atop 

to rub out b: lurch c: glance off d: avoid 

to soak b: discourage c: mislead d: equivocate 
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"DEAR CHIEF" 



The following application letter was received by the police chief n a 
Imll town. Read this letter and mark all errors in word usage, punc- 
tuation, spelling, and capitalization. When you have finished, answer 
the questions at the bottom of the page. 



FefauAoAi/ 4, 197" 

VexiiM. Chldi, 

I hojoA that you havt a opayUng ioK a patAclbnan In yom 
torn. I wuld Ukz to aply ioK that job, wuM U bt aWusht 
uiUh you U I come in to &zz you nejct monday about tha job. 

I u4>t to wofik In dmveA ^ok a pUvatz idcuAaty agency and 
the. paopU th<uA mU teU you that I done, a good job ioK 
them. A£ao Bob i>mp&on H a good yUend oi mine, and hz mil 
t<dl you wot he. thtnfn, o^ me.. 

I mnt to be. a patKotbnan faccaiue I Uke. to weo/i a ufw:,$a^ 
and feeep pzople. on the. itAaU and noAAow. 

Let me. fenow U U U aWUght ioK me. to come In ne.xX 
monday. 

youu tAueZy, 
klbent R-Ulng 



Discussion Questions ; 

1. Do you think Alberfc Rising got a job as patrolman? Why? 

2. Do you think the police chief was impressed with Albert's letter? Why? 

3. Do you think it is important for a patrolman to be able to write clearly 
' in standard English? Why? 

4. Are you impressed with Albert's reasons for wanting to be a patrolman? Why? 
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UNIT 12 
TEACHER *S KEY 



Simulation Page 1 



Go over page 1 of the simulation 
activity with students. 

a. Ask students what the term 
"executive" means. {One who 
is in a controlling or 
managing position in an 
organization* ) 

After "executive" has been 
defined, ask students to 
tell what they think an 
executive secretary does. 

Bring in at this point 
information about executive 
secretaries from the "back- 
ground sheet" located just 
before this key* 

b. Ask students whether they 
are acquainted with any 
people who are executive 
secretaries. If they are, 
ask whether they think the 
executive secretaries they 
know really do the types 

of things listed on Page 1. 

c. Ask students whether they 
know any people who work 

in police stations or other 
law enforcement agencies. 
If they do, encourage them 
to tell about these people. 



MOKKING AS M EXECUTIVE SECRETWf 
AT THE MVENSWOOq POllCE STATION 

Toi.y you .r. ,0.,^ to «rk « ",t««^Ji;n^„!''X|'J^/°.:«Sll" t\rU,ry. 
Olx In thf IUyeni«oJ. Ore9on police of Chief 01. 



Mow trt so»^ 



of tht tMn9» you HJSi21l_JL 



1. YOM will Ukt dtcMlion fro« 

Cht<f Otx ^ 



2. 



You will tOtt 
Mttrtal tifort 
giving It to 
otiwn to typ« 
— •=>• 




tou wUl rword "«!nut«" «t 




4. YouAtlU inttrvt«w and hire office help 

< " 
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Simulation Page 2 



CHECK: 



Students should have written 
their letters in a form simi- 
lar to that shown at the right. 
Check to see that they have 
capitalized^ spelled, and 
punctuated as shown . 

You may especially want 
to check words such as 
condemn," "officers," 
"receive," and "assistance" 
for correct spelling. 



•Ask students what they likeJ 
and disliked about the 
dictation exercise. 

Explain that even if executive 
secretaries rarely take 
dictation from their bosses, 
they frequently must take 
notes at important meetings, 
conferences, and seminars. 



TMOM nOATtW 

CMtf Olx ofttfl ctlU you Into hlf offkt to ukt dkutlon. Tod«y h« 
iHi • Uttvr thtt Mst 90 iNRMtattly. H« It 901^9 to dlcticc it to you. 

iMtnicttOBt : Aik y«ur tMCh«r to dlcutt Xh^ UXfr for Chl«f Dlx, 
Af Xim UACMr dfCUtts. Mritt wh«( U dkuttd cn « blank fh««t of notebook 

Cptir, Thtn rt»d through what you hivt wrltttn *nd correct tny trrori you 
v« Mdo In spfnin9, punctu«tlon. or caplultittlon. 

Mhofi you «r« Mtlifttd you hiv« tho IttUr wrltt« corroctJy, cow »t nttXf 
mU tho 1ttt«rh«id p4fr b«)ow: 



CITY OF RAVEKSMOOD 
fOLiu oerAKTMorr 



AMm Dim 
CkUf •t 




{CiMiM Pea) 



Mr. Oohn Wfitu 

120 South St«t« StrMt 

AlUny. C«Mforflt« 947U 

DMr Mr. Uhttt: 

Thtflk you for your Utttr of Stpttf*fr M. 197-. 1« ^tch you prttxt Offlc«rf 
iMtt. S«lth. *nd Scott. Wt <rt qUd thit th«s« offlcon were *bU to Mlp 
you tfter your tucoMbne *ccld«nt In MveflSwood. Oregon, 

loaute M Mny people condemn (he police (od«y. m« «re etpecfcUy hippy to 
rtcelve Mm. friendly tetter like yours. 

Any tiM you *rt In R*venf»*ood «nd need tifUUnce. pJeete feel fret U c*n 
en ui. 



Sloctrtly youci. 
Chief of Police 



«d:dc 
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Simulation Page 3 



CHjXK: 

Spelling, capitalization, and 
punctuation should be corrected 
as shown in the illustration at 
the right. 



.Discuss with students the reason 
for taking "minutes" at meetings. 



Ask students if they have ever 
attended meetings at which minutes 
were taken. Encourage them to 
tell about the meetings. _ 
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KECOKOING THE MINUTES Of A HEETING 

Evtry Hond«y Chitf Olx (wets with the Division Chiefs to discuss various 
happenings in cht police department during the previous week. One of your 
duties as Executive Secretary Is to attend each meeting and take "minutes"— 
that is, Make notes of who attends the meeting and the topics discussed at 
the Meeting. After the meeting you must read your notes and correct any 
errors In spelling, capitalization, or punctuation. Then you type and dupli- 
cate the minutes, giving a copy to each person who attended the meeting so that 
everyone who attended the meeting will have a permanent record of what was dis' 
cussed. 

Instructions: Below are notes from this morn1ng*S weekly meeting. Read 
these notes, correcting spelling, capitalization, and punctuation In pen or 
pencil as you re«d. (To show which letters should be capitalized, draw three 
short lines ( « ) under the letters.) The corrections needed In the first 
sentence have been marked as an example. 



umres 

>lttUJi^AJQ.iw ion HeadA Oclohcji 5. 197- 
Tkt VivlAlon HtatU ^vvuwod goCcct dtpoAtmcM ntt in tht o^^cc4 
CkUi <iix cut 10 a.«. - 

m 

Tkoit pxutnt wtAt 

VivUlon; and\ew wtbb, pdOiot dcv<^u)n; <tnd CkU.^ Poc. Tht ^ottouiijig lopicA 
WtAt dUauAtdt 

and 

ifiom domtovjn patAati to tht ficd ^loclu patk paXAol, 

% /, ,( '41 /». <^ 

JavtJtilt PKOQMvn ChajiQrs : Jarnvk KAX.ttf H<4cX<.htd A ntMi jxxogfian 4Ji yukich t/oung 
lata oiitntdtAA {14 to 16 y^euu o^ agcl laUl bf AtJLtxutd to mfmbtM o^ tht lUg 
^thtAM* A&iociaXlon^ The "hig b^tothtAA'* vuJI bt uJpoiutbU ^ofi *ttAJxg thaX 
tht youngs tCAA in tktAt coAt do not cotitAjiut to comtC'cAMnti, tht pAogAom ju 
\>40tntaAil and txptAinznXjit and U uuJU be At'tvaJbiaXtxi MuUun i<x manO^, 

•mdal camindiLtxjotUs c/i-tf^ dix anottncvd' tluU 0/5^<ccAi ftjlph fiuk and 
Zo/tAt/ JoAdan havt btrn auuAdcd an ofi^Mit cvmuUAti^sn lofi outAtitnd<ng potict 
QxXAJOn in ap\thtn.ding tht fiobbvu oi tht T4jut National Eank fiavtnAuxjod. 

pitAt bung no othtA biUa\tiAtthr mttUng ukU tLjMntd. 



m. on UondAy^Oj^tobtA 1, M7-, ioA thtAA KtguloA mtklumtttoig 
JamtA lUtty, JuvouXt Viv<^lon; C<ndy ptpptA, rtA4§ntC 



'^LAkoJCifl^vt AjxcAtxatd vOi tht ^td ZochA £aAk djjjung tht paJkt ^ix monthu* 
Kt^oKt^o^iicvu Ltuiu Sf^g^ Lua LtMAuig end ^txUph SanX/OA oAt bexng iAoxA^tAtd 




^fCAttOAlf 
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Simulation Page 4 



CHECK : 

Check to see that 
students marked the 
telegram as shown in 
the illustration at 
the right 

(Note: Although some 
people do not use a 
comma before the con- 
junction in a series, 
the use of a comma does 
make the reading easier 
in many cases--especially 
when one has compound 
items within the series. 



•Explain to students that 
the executive secretary 
marked this telegram for 
the typist to be sure 
that it will be typed 
correctly* However, an 
experienced typist would 
capitalize and punctuate 
as shown even if the 
material were not already 
marked. Thus, in this 
case, the executive 
secretary was probably 
going to have a new and 
inexperienced typist re- 
type the telegram. 



EDITING WTERIAl TO IE TTfED BY OTHERS 

The ttlegrafll shown below arrived today. Chief Olx han asked vou to have 
the telegram retyped on a stencil for reprodjictlon and distribution.^ Sincr ^ 
telegrams are written In all capital letters and doltot conta1n**punctuat1on/ 
you must show the typists which words should be capitalized and what punc- 
tuation Is needed. 

Instructions ; As you reed the telegram below, use your pencil to Insert 
needed punctuation. Also, show which words should be caplUHzed by drawing 
three short lines («) under each letter to be placed In capitals. The first 
tMO words In the telegram that need to begin with capiuls have been marked 
as an example. 



iiiestern unio* 




Telegram 








«fUt«£< «*HV •< •<«<• Ai « flUC*««» 






p^l^ 


OCTOBI* s 


w CHIEF or mia 








jL- 




^•m«v RAV£NSWOOO. ORCGOk 







jKCSIOENT OF THE gHITCD STATES WILL PASS TmOUGH MVCNSWOO AT 2 PH OECCHIEK 1^ 
117^ AS A pm OF HIS TOUR oV THE PACIFIC hOSTHWEST^y 

ALL CITjr^COUNTjr^^nO LOCAL POLICE SIOULD PLAN TO BE Ofl DOTT FROM 10 AM UNTIL 7 PM 
TO PMVIW KAXIHJM SECURIH.j 

A SECRET SEftVICE ACEffT WILL VISIT KAVCnSWOOD hEXT WEEK TO VIOM OUT SECUPIH OETAILSr. 



■o 
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Simulation Page 5 
. CHECK: 



Capitalization, punctuation, 
and spelling in the two items 
should be corrected as shown 
in. the illustration shown at 
the right. 

Also, the employment recom- 
mendation form should be 
completely filled in. 

•Discuss with students 
each correction and the 
reason for the correction. 

•Ask students to tell 
their reasons for hiring 
or not hiring Randy Timms. 
(Note: Before class dis- 
cussions, you may want to 
have students write a brief 
essay on why they wouldn't 
hire Randy and how they would 
tell him. 

•If they decided not to 
hire Randy, ask them what 
reason they would give 
him. Develop the idea 
that the best thing to 
do is to tell him the 
truth — that his skills 
are not adequate. 



HIKING OFFICE KCLP 

On* of rtsponslblMtles U tht hiring of typUts «nd other clerjcil 
MTktfs for tht pollct stjtlon off let. A youn*j ««n o^mcd Randy TIctns applltd 
ftr t typlnc position «nd wis gWen t*»o tundwritten lte«s to correct jnd. typt 
It tn «t»plo>w«nt ttst. lelow Art tht typed MttrUls he turned in Nhen he 
finlshri typing. 



ItM 1: 



TO: Orrictr tJrry Jtrdin 
r«QN: Alvtfi OU. ChUr If ta)!ci 
Mn: OettWr «. H7- 

lACllMd tl « C«nHfl4«tlM fir y«vr 
A 

•ctlffl Ult MAtA In l»r«h*nrflnf tM 



1 if tM tint njitlinil ^Mk If 
IUvcni«**|^«4«A. Ycur Clurif/Ml «ctlM^ 
,tlkM It 4rMt Hr\*rf\ rM^WfUjH 
IfiUlitlvt ia4 ittrtMii trftkk thit 
irflldl «• ixftct VA4*r ivcA efr^ltincil. 

4MAitfit#4 vm\\i4\ krtvtrj^ J^h« city if 



■WtOYHCKT KCCOflCNOATICN 



MucAtlon: M ycMi 
Off let Trtlnln^: Qnt tfjOA 
tiflHuMtin ij in high hchoot 
Hecoffiwenditlo n; 

□ HIrt tppllcint 

QToo not htrt JpPHcint 



out 



SlfAiturt 



' tnttniCtlons: 

Kctd the two Item beltw. 
Mrking ind correctinf 
til ctpltilUitlon* 
^vnctuitloft* ind spell Inf 
trrori. 

Then decide whether tt 
hire tht ippltcint <nd 
fill In the Erploynent 
Keconnenditlon she^t tt 
tht bottom of the pifc. 

Itindy Tims his hid no 
work e;«perl«nce. lie" 
his hid II yeirs of 
schooling, ind the Only 
off let training he his 
hid Is one yeir of type- 
writing. 



Ite« 2: 



TO IMM IT wr COf<CM: 

Tills it t» certify thit • i»<rch of 

the rtcer^l tf t^t r«vtniwO«4 »«1lct 4l9<rt- 

*«nt Ifi4lut«t thit thtr« Is n« wt^inC ir 

crininfi INlctiunt MtitiNlAf iillnit 

Miry Jani M4 mr hai trMr* kt«n fir tht 

I- ^ 
H*t /tin. 

Vt tMk tS« 11k«^t>W If chtcklni 

Mitfi th« ciuAt/ ^ Wfl/td 

^11 thit M his m <«n7r«t«r/ Infim^tion 



erJc 
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Simulation Page 6 



The purpose of the questions 
on page 6 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
explored in this simulation. 

Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify resources" to which 
students who are interested 
in this occupation can go 
to explore the occupation 
further. Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 




\ I LiKf mm THIS w or «owt 

W4 wUor tiklnf rflcUtloA? 

Otyou llkt to acctpt mponilblllty ^ 
for sttinf tMt thinf* •rt doiwoo t\tml. . Yet iw 

Art you «blt to rmmb^r ft ••isiflt ind 
fivt it to ft otrsort ftccurftUlv? ... 

Oo you cfljcy orfftnlilng tbinqs Such 

pftrtUt. school or cUis projftcts, 

or cowBUtfto work projocts? its 

Oo you likt to b« of hflp to othtr ptoplt? Yt* n» 

Oo you likt to writ* Utttn. rtporu. 

ftnd othtr "ftUriftU? m iw 

Oo you tnjoy giving othtr ptoplt dlrtc- 

tlons? ' ' ' 

Oo you fttl coftfortftblt Ulking vith 

ptt^lt Yts Ho 



YtS No 



9* Ot you tftk* pridt in ^Ino vour work 

ctrrtctly? ' ''ji ' ' 

Dt you kttp yourstlf wtil-groomed? . . 



. YtS >to 
> Yes no 



10 

If ymtr ttmtn to ■wst of tht abovt qutstlons trt -yts,* chtnccs are thftt 
ymrntU tnJoy Ning an txtcutlvt stcrtUry. 

An «K«t1vt stcrttftry ofttn st.rts tut at • typist. 

ttaMtrtphtr. or stcritary and advancts cvtntually to the MJ^'l^" 

liriKrr^Howevtr to bfccmt txtcutlvt Stcrttary one «ust hftvt had off tee 

Sffind^5!lrUn« tblt"to d.mmstratt good sKrttarlal, -ftrug^nt. 

Mi4 hiMn rtlttlons skills. 
11, Utelrf you llkt to b« an txtcutlvt stcrttaiy? If so. would you bt willing 

It work your wty up to that position? 
«. Onct you gtt ft Job as an offict worker. wh.t could you do to work your wfty up 

to Mtcutlvt stcrtUry? 

tJ. ctuU you bt doing right now thftt would prtpftrt you for tht ctrter of 
•Jttcutlvt sccrttftry? 



"3 
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BACKGROUND INFORMATION ON EXECUTIVE SECRETARIES 

As the term implies ^ "executive'* secretaries usually serve in the capacity 
of an assistant to an executive. Executive secretaries are often executives 
in their own right because they supervise a staff of subordinate secretaries 
and typists. 

Duties of an Executive Secretary : Executive secretaries must perform 
office duties such as answering the telephone^ filing^ typing^ and taking dication. 
In addition to possessing these skills, executive secretaries are expected to 
complete all their tasks without any direct supervision.^ They frequently perform 
duties such as composing routine letters and reports, signing letters in the boss's 
absence, selecting and training assistants, supervising work done in the department^ 
specifying office equipment and furnishings needed, and so on. The duties of 
executive secretaries vary according to the secretary's education, experience, 
seniority, and judgment. 

Traits and Attitudes Needed : Because executive secretaries represent their ^ 
bosses and their company to the public, and often supervise other office personnel, ; 
it is important they have high'-level skills. Some of the attributes needed by an ^ \ 
executive secretary are judgment, loyalty, initiative, diplomacy, appearance, ability \ 
to make decisions, cooperation, punctuality, and flexibility. j 

Education and Experience: An executive secretary is usually one of the ^ ^ \ 
highest paid office workers* An executive secretary has achieved a unique position 
in the business and professional world through hard work, continued study, and 
creative contributions to the job. Most executive secretaries have at least a 
high school education with additional college or business school training. ^ Mont 
executive secretaries worked their way up to their present position by beginning 
at a lower level office job and being promoted up the ladder of office jobs* 
After reaching executive secretary positions, individuals may be promoted to 
management or executive positions where they can use their knowledge of the com- 
pany, initiative and creativeness to the fullest extent. 

If you would like to find out the salary for executive secretaries in your 
locale, check the employment -want ads for executive or administrative secretary 
in your local newspaper. 



I 
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STUDENT wmm 

Follow/ing is a six-page "Executive Secretary Simulation" 
whicn is to be duplicated, collated, and stapled into 
packets for student use. 

The simulation contains activities that might be performed 
by an executive secretary and it requires students to apply 
their knowledge of writing mechanics— spelling, punctuation, 
and capitalization. 

The teacher's key and discussion guide for the simulation 
are found on the preceding pages. 
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WORKING AS AN EXECUTIVE SECRETARY 
AT THE RAVENSWOOD POLICE STATION 



ERIC 



Today you ar*e going to work as an Executive Secretary for Police Chief 
Dix in the Ravenswood, Oregon, police station. As the executive secretary, 
you are a very important person. You are the "right arm of Ch ef Dix 
and because of you the office of the police station runs smoothly. 



Below are some of the things you will be doing 



1. You will take dictation from 
Chief Dix 



2. 



You will edit 
material before 
giving it to 
others to type 
>- 





3. You will record "Minutes" at 
important meetings 

> 





4. You will interview and hire office help 
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TAKING DICTATION 

Chief Dix often calls you into his office to take dictation. Today he 
has a letter that must go out Immediately. He is going to dictate it to you. 



Instructions : Ask your teacher to dictate the letter for Chief Dix. 
As the teacher dictates, write what is dictated on a blank sheet of notebook 
paper. Then read through what you have written and correct any errors you might 
have made in spelling, punctuation, or capitalization. 

When you are satisfied you have the letter written correctly, copy it neatly 
onto the letterhead paper below: 



CITY OF RAVENSWOOD 

POLICE DEPARTMENT 



Alvin dix 
Chief of Polio0 
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RECORDING THE MINUTES OF A MEETING 



Every Monday Chief Dix meets with the Division Chiefs to discuss various 
happenings in the police department during the previous week. One of your 
duties as Executive Secretary is to attend each meeting and take "minutes"— 
•that is, make notes of who attends the meeting and the topics discussed at 
the meeting. After the meeting you must read your notes and correct any 
errors in spelling, capitalization, or punctuation. Then you type and dupli- 
cate the minutes, giving a copy to each person who attended the meeting so that 
everyone who attended the meeting will have a permanent record of what was dis- 
cussed. 

Instructions: Below are notes from this morning's weekly meeting. Read 
these notes, correcting spelling, capitalization, and punctuation in pen or 
pencil as you read. (To show which letters should be capitalized, draw three 
short lines ( ) under the letters.) The corrections needed in the first 
sentence have been marked as an example. 

mmns 

M^gXoiq VivLbion Hzadd OatobeA 5^ 197- 
The. Vlvle>lon HzjclcU AxweMwood ^ticz izpoAimznt mzX. In the. oUicu 
Chizi dJix atlQ a.m. on [hnday^OptoboA. 7, ?97-, ioK thoMi ^zguiaA mzkty mzULng. 
Tho&z p^e^mt weAe. Jmu Kitzy, Javenlte. Vlvli^ion; <Undy pepper, Pmone£ 
VlvUlon; andAsjjO w&bb, pcuOiol division; and Ckizi Va.k. The {^oZZowlng toplcA 
wzAe. dUJ>ca&&ed' 

PatfLol Changu : AndAdW we.bb Kzpohtdjd that two typu cAAjne^ bulgaAA.t& 
and oA&atU havz IncAexiizd In th& Red Rock& poAk dixhing th& pai>t monthu. 
ThoAe-iofie. oUlceAl, Lmii ^qaq Laa LeJ>6ing and Ralph Santos oAe. b&ing tAan&imtd 
in.om domttom patAoli to the. Red RocfeA poAfe paXAol. 

Juvetu£e Vfiocjnxm Changes 3amzi> Kiley ducxibed a new pioghm In which young 
Zm oUe-mdeJU [U to 16 yaoJU age) wUl be K(>le.as&d to member o^ th& Big 
Bn.otheA6 A66ocAjatlon. The. "big b^otheM" mZt be KeJ>poM>lble ioti seeing that 
the yoang&teM in thoAe coAe do not continue to comit cAimeM. The pKogKom li> 
volantoAy and eKpe/umental and it will be Ke-evaZaated within &ix months . 

oiiicAjoJi comendaZLon^t ckiei dlx anounced that o^iiceM Ralph Rlt,k and 
ZoAAy JoKdan hav& been avrnded an o^idal comendation ioh. outstanding police 
action in ap^ehending the ^obbeM o^ the Vin^t national Banfe oi naven&wood. 

thoJie beAng no othoA. ba(>ine^6 ,the meeting was ajou/ined. 
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EDITING MATERIAL TO BE TYPED BY OTHERS 



The telegram shown below arrived today. Chief Dix has asked you to have 
the telegram retyped on a stencil for reproduction and distribution. Since 
telegrams are written in all capital letters and do not contain punctuation, 
you must show the typists which words should be capitalized and what punc- 
tuation is needed. 

Instructions : As you read the telegram below, use your pencil to insert 
needed' punctuation. Also, show which words should be capitalized by drawing 
three short lines (s) under each letter to be placed in capitals. The first 
two words in the telegram that need to begin with capitals have been marked 
as an example. 



LUBBtern union 



CHAiOC TO TMt ACCOUNT Qf 



D oven NtOHT TCLCCAAM 

UNUfS tOX ASOVC IS CHCCKCD THit 
MUSACC WILL iC tCNT AS A TCLCCWAM 



IM W4f««ii«f ««*Mf«. •tf^iMt to torn* b«ch h9t—t, 

^ CHIEF OF POLICE 



OCTOBER 5 



«7- 



CARC or 

on ATT. MO. 



smar AMO. 



TIIVMOMI 



RAVENSWOOD, OREGON ' 



ZIPCOOC 



THE|RESIDENT OF THE UNITED STATES WILL PASS THROUGH RAVENSWOOD AT 2 PM DECEMBER 10 
■\97- AS A PART OF HIS TOIIP OF THE PACIFIC HORTHIIEST.. 

ALL CITY COUriTY AND LOCAL POLICE SHOULD PLAN TO RE OH DUTY FROM 10 AH UNTIL 7 PM 
TO PROVIDE MAXIMUM SECURITY 

A SECRET SERVICE AGENT WILL VISIT RAVENSWOOD NEXT WF.LK TO WORK OUT SECURITY DETAILS 



NAMi A AOONeit 



AYRnRN R| R/TNg. WflSHINRTON T).C. 



o 



erJc 
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HIRING OFFICE HELP 

One of your responsibilities is the hiring of typists and other clerical 
workers for the police station office. A young man named Randy Timms applied 
for a typing position and was given two handwritten items to correct and type 
as an employrnent test. Below are the typed materials he turned in when he 
finished typing. 



Item I: 



MEMORANDUM 

TO: Officer Larry Jordan 
FROM: Alvin Dix, Chief of Police 
DATE: October 6, 197- 

Enclosed is a commendation for your 
action last month in aprehending the 
rubbers of the first national bank of 
Ravenswood Oregon. Your couragious actions 
taken at great personal risk displayed 
initiative and alertness which exedes that 
which we expect under such circomstances. 

Ralp Risk your partner and you have 
demonstrated unusual bravery the city of 
Ravenswood thanks you bgth. 



Instructions : 

1. Read the two items below, 
marking and correcting 
all capitalization, 
punctuation, and spelling 
errors. 

2. Then decide whether to 
hire the applicant and 
fill in the Employment 
Recommendation sheet at 

.the bottom of the page. 

Randy Timms has had no 
work experience. He 
has had 11 years of 
schooling, and the only 
office training he has 
had is one year of type- 
writing. 



Item 2: 



EMPLOYMENT RECOMMENDATION 



Name of Applicant 



Experience: 
Education: 

Office Training: 



Recommendation : 

□ Hire applicant 

□ Do not hire applicant 



Date 



Signature 



TO WHOM IT MAY CONCERN: 

This Is to certify that a search of 
the records of the ravenswood police depart- 
ment Indicates that there Is no warant or 
criminel indictment outstanding against 
Mary jane dodd nor has there been for the 
past tin years. 

We took the libertie of checking 
with the county sherrif and he adviced 
us that he has no derogratory information 
purtalning to Ms. Dodd. 
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WOULD I LIKE DOING THIS TYPE OF WORK? 



Civole One 




Did you enjoy taking dictation? Yes No 

Do you like to accept responsibility 
for seeing that things are doneon time?, . Yes No 

Are you able to remember a message and 
give it to a person accurately? ... . . Yes No 

Do you enjoy organizing things such 
parties, school or class projects, 
or conmittee work projects? Yes No 

,5. Do you like to be of help to other people? Yes No 

[6. Do you like to write letters, reports, 

and other materials? Yes No 

7. Do you enjoy giving other people direc- 
tions? Yes No 

Do you feel comfortable talking with 
people Yes No 



9» Do you take pride in doinq your work 

correctly? Yes No 

10. Do you keep yourself well -groomed? . . . Yes No 



If your answers to most of the above questions are "yes," chances are that 
you would enjoy being an executive secretary. 



An executive secretary often starts out as a typist, general office worker, 
stenographer, or secretary and advances eventually to the position of executive 
secretary. However, to become executive secretary one must have had office 
training and experience and be able to demonstrate good secretarial, management, 
and human relations skills. 

lit Would you like to be an executive secretary? If so, would you be willing 
to work your way up to that position? 

12. Once you get a job as an office worker, what could you do to work your way up 
to executive secretary? 

13. What could you be doing right now that would prepare you for the career of 
executive secretary? 



ERIC 
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UNIT 13 




HOW A TOUR GUIDE deals with 
STANDARD and NON-STANDARD ENGLISH 

ON THE JOB AT A MEAT PACKING COMPANY 



PURPOSE 



The purpose of this unit is to provide students with an opportunity to 
explore the career of tour guide while reinforcing their knowledge of stan- 
dard and non-standard English usage. 

fiAjoR Acrivm 

The major activity of this unit is a simulation of the work, performed 

by a tour guide at Great Lakes Meatpacking Company. The simulation exercises 

give students a chance to see what a tour guide does and to see how usage of 
standard and non-standard English is important to a tour guide s success on 
the job. 

Before Class Begins: 

1. Duplicate enough copies of the simulation packet (white sheets at the 
end of this unit) to provide each student with a copy. 

2. Read "Background Information on Tour Guides" on page 225. 
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During Class: 

1. Distribute the simulation packets, reading and discussing the first page 
with students. Suggested discussion topics are given in the teacher s 
key which begins on page 219. 

2. You may want to have students orally present the two simulation activities 
in this unit. Suggested procedures for both activities follow: 

ACTIVITY 1, Simulation Pages 2-4: 

Have students read the dialogue and convert it to standard English on 
their papers. After students have completed the corrections, assign each 
student one of the numbered paragraphs. Give students five minutes to 
memorize their corrected paragraphs so they will be able to role play the 
tour guide in front of the class. Students take turns role playing the 
tour guide, beginning with paragraph number 1, until the "tour" is com- 
pleted. 

ACTIVITY 2, Simulation Page 5: . n 4.u 

Have students correct the questions on paper. Then ask the class the 
original question in non-standard English and have volunteers restate your 
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questions dlplomatlcany In standard English and provide a reasonable answer. 



3. If the activities are not presented orally, ask students to complete pages 
2 through 5 of the simulation. While they do this, you may wish to read 
through the teacher's key. 

4. When students have finished the>first 5 pages, go through the simulation 
with them. Check answers and discuss standard English usage and the other 
topics shown in the teacher's key. 

5. After checking the simulation exercises, have students turn to page 6 of 
the simulation packet to answer the questions and discuss the topics at 
the top of the page. 

6. If time permits, use one or more of the discussion topics or activities 
listed below to conclude the unit. 



OPTim ACTIVITIES 

1 "Slang Expressions'^ -. Ask students to divide a sheet of notebook paper 
into two columns. On the left si'de^ ask them to write at least ten 
slang expressions or nicknames that are popular with them or their group 
of friends. (For example: turn off, hassle, out of sight, soul, shoot 
the bull, get the ax, creep, etc.) On the right hand side of the paper^ 
ask students to write in standard English the counterpart of their slang 
expression. 

After the students have completed their lists, ask the students to read 
mk some of their slang expressions and their standard English counterparts. 

Point out that informal English expressions which are completely arbitrary 
and last for only a brief time, perhaps a few years, become known as 
slang. Discuss the idea that slang is a special language used by a group 
of "insiders" to keep other people "outside" their group. Ask students 
why they think slang is so popular, especially among teenagers. (It is fun 
to use and it provides a special way to express thoughts or feelings. ) 
You may want to tell the class some slang expressions that were popular 
with you and your group of friends when you were young, and ask the class 
members if they know what those expressions mean. 

How to Take A Tnur Without Leaving the Classroom ->This activity will 
^ give students the opportunity to become a "tour guide" for a place they 
are familiar with or have visited. 

1. Ask each student to pick a place they are familiar with and would 
like to describe to the other students. For example, a location 
could be a summer camp, railroad yard, baseball field, candy fac- 
tory, national park, the ocean, and so on. 

2. Have each student give a 3 to 5 minute oral "tour" of the location, 
tell what activities occur there, and give any other information that 
would paint a visual picture for the class. 

3. Ask class members which of the locations they would like to visit 
as a result of their "tour". 

4. Discuss with students the idea that this type of work is performed by 
tour guides as part of their jobs. A good tour guide must be able to 
describe the activities being observed and provide in an interesting 
way a picture of the business for which he works. 
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"What Did You Say?"— Non-standard English is spoken in many parts of 
the United States. ' Different geographical areas or groups of people 
are identified with non-standard English peculiar to them alone. This 
exercise will acquaint students with four types of non-standard English 
and give them practice in converting it to standard English. 

1. Duplicate and distribute a copy of "What Did You Say?" to each 
student in the class. 

2. Divide the class into four groups and assign one of the paragraphs 
to each group. 

3. Tell the students they will have five minutes to read over the 
paragraph and convert the language to standard English. 

4. When time is up, have different students present (orally) the _ 
paragraph as they have interpreted it in standard English. . 

5. Discuss with students when and where it would be appropriate to 
use standard and non-standard English. Point out that non-standard 
English is not inferior English, but that standard English is 

used in most books, on TV and radio, and in the ^business world. 

FIELD TRIP 

• . .to a- large meat packing company to observe the complete operation 
of a meat packing company and learn more about the careers of 
the company, including the job of tour guide. 

. . .to any local business or manufacturing firm that employs a 
tour guide to learn more about the work performed by a tour 
guide. 

(See Field Trip Guide in Appendix for field trip procedures. ) 

IWIEW 

. . .a tour guide from a meat packing company 
. . .a tour guide from any local firm 

. . .an employee in any occupation that students are interested in 
at a meat packing or distribution firm. 

(See Interview Guide in Appendix for prooedi4re8 on conducting a group 
interview. ) 

ADDITIONAL CAREERS IN W AGRICULTURAL MEAT PRQDUCTIOiN INDUSTRY 
TIIAT STUDBfTS M WISH TO EXPLORE: 

Commission Man Artificial Breeding 

Auctioneer Distributor 

Meat Grader Artificial Inseminator 

Field Contact Man Lab Technician 

Feed Mixer Breed Association Representative 

Artificial Breeding Veterinarian 

Technician Broker 

Cattle Feeder Cattle Rancher 

Ranch Foreman Quarantine Inspector f- .jhJ 
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"WHAT DID YOU SAY?" 

INSTRUCTIONS: change all slang and non-standard English expressions below to 

standard English. Tell in what area of the country the dialogue 
in each paragraph might be used. 

Paragraph 1 ; American Slang 

My brother and me were just sittin* around on our front steps 
rapping when this chick came walkin' by. I could tell that my 

brother thought she was a dynamite dame so I cut out. 

In what area might you hear slang like this? 

Paragraph 2 : Non-Standard English 

We have a dog that's so old he can't hardly walk, but you know 
what he done last week? We took him up to town for a rabies shot 
and he bit the vet. Tve knew him for a long time and he don't go 
around taking a dislike to people. After I scolded him, I swear 

he looked at me and said, "Sorry, I been mean, aint I?". 

In what area might you hear non standard English like this? 

Paragraph 3 : Slang and Non-Standard English 

Woman, why you so mean? I give you a jive tip and you do nothin' 
but call me an average cat. I spend bread on you and burn other people 
for you, and you still say I got no soul. This whole scene is gettin' 
even badder than it was, and if you don't show me some heavy feelings, 
I'll split. 

In what area might you hear slang like this? 

Paragraph 4: Non-standard English 

It might look like a junk heap to you but this here 1944 Ford 
has gotten my Pa around for 30 years. He got it for hisself when 
he got him his first job. Pa carries me to school every day in this 
car here. It don't never quit on us once it gets to running, but 
to start it Pa has to mash the starter button real good. Pa says 
no man couldn't want a better car, and in two more years he will 
leave me have It. 

In what area might you hear non standard English like this? 
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UNIT 13 
TEACHER'S KEY 



Simulation Page 1 



Go over page 1 of the simu- 
lation activity with students. 

a. Ask students if they know 
any people who are tour 
guides. 

b. If so, ask students whether 
they think the tour guides 
they know really do the types 
of things described here. 

c. Ask students to describe 
what types of organizations 
tour guides work for. 



In a discussion develop the idea 
that a tour guide must: 

a. Have a friendly, outgoing 
manner. 

b. Speak clearly and loud 
enough to be heard, often 
over the sound of machines 

c. Use standard English on the 
job. 

d. Be able to answer impromptu 
questions. 

e. Have a clean, well-kept 
appearance. 



UNIT 13 

HOW A TOUR GUIDE uses standard and nonstandard English 

You hdve a job as a tour <Juide at Great Ldkcs ^eatoacking Company. Before 
you begin worK you nust be famUar with how the tieatpacHng co/r.pany operates 
so you can explain the process to visitors. 

Two of your duties will be to: 




Walk visitors along the tour route 
and e;<plain the cc.-^piny's operations. 



2. Answer visitor's questions 
about the conpany. 




erJc 
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Simulation Page 2 



CHECK: 

A standard English counter- 
part of each of the paragraphs 
is shown at the right. 

As students orally present 
their standard English para- 
graphs ask students in the 
class to compare the oral 
revision of the paragraph 
with their standard English 
version. After all the 
paragraphs have been presentee 
to the class, have students 
who revised their paragraphs 
differently present their 
version to the class. 

Optional Discussion Topic : 

Ask students why it would be 
appropriate for a foreman of 
a meatpacking company to use 
this type of informal English 
on the job but not proper for 
a tour guide. 



. EXPLAiHiKG mmir onmms 

Ralph Richards, forcfiwn of thu moatpacking company, will take you on 
a tour of the plant to acquaiat you \ntU the operations of tho cor.:pany. 

INSTRUCTIONS: Tho ( luiit foroRian's description of how the meatpacking 
process is done is ' cwn bolow. In his description, the foretnan does not 
use standard EngT'$». Read the dialogue shown belo\/ and convert it to 
stond.ird English o you can use it in your job as a tour guide. The first 
sentence is done for you as on example. 



know 



I guess you -irnowfr we're running a meatpacking company here. 
Today, I 'rr g^rtna- show you a-M something about hoy/ we ^ts-our 

c*ttle and what happens to -e***- once we '^t- then. I've knftif this 

taibbig 

company inside out for 18 years and I'm i-n-b-d^-heo^vco just tal-k+n' 
about it. 

The first people \/ho see*, these cattle n'-f- our buyers. Our 
ait givt 
buyers Tff trained to pici. cattle that ^/Ci us the cjost good cuts 

of meat per pound of live body weight. If a buyer -daih'-t pick out 

oAzn't going to 

top-grade cattle, wo jtist jin-'-t-gtnmfl have a good product. 



The cattle fs shipped to us in railroad cars. 



They -g^ts to 



this ifcre-holding pen every day. He don't have ncpe cattle 

shippad in than we can kill that day '-taase-if they stand around 

to tcic lot r-onctj 

they start >os-iir»^ vrcight and we lose a >oUT>--do^jh that way. 

tk^ get them 

As soon as thcw cattlc-(,»«'fc5 hero, we start herding 'th- single 

file into a cliuto. Iho chute le^ds them into the- hill floor uliore 

we l;nocJ. then. KnocUng »i cow near.*, uo hold^a-air gun to its 

head i*nd drive a ^1h<i into its br.iin. Afior this is d4^^t tho lom 

df'zi ('rvrCiUah u» doc *»{ V dtwtkiK t 
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Simulation Page 3 



See Page 220 



When the cow is .l.)ti«o- on tho floor dead, v/o shackle its back 

/tout 

legs to a conveyor belt. Then we h<v>.<,t5- i t into the air upside 

hock 

'Jov/n and heok-^r it on a pulley. It rides oIotiQ on this -tterc- con- 
veyor to the next step where we start to skin it. 

At this next step, the gM7-<jot a sharp knifo. He cuts the 
skin on the head and pulls the sliiinvM off the hoad of the cow. 
Then the man s\nng'j the cow around and cuts a pattern through the 
hide on the stomach of the cow. 

(he 

When the cow ciots to tl>->-* next step, the hide f ro > » i - t5 b utfy - 

I is pulled off. Me have I-^ms- riachine -frtrre- cal led a hid«-puller. 

hook 

I h<«ri;s it onto the corners of the hide and it io5-t- pulls the 
I 5 •t^w the vcxu ^lUMij. 

hide rfgh-tr-of-f--of--t-l>at-i;ari5i cow iiv-no-t-^ff n-'—f-lat. We done- sell 

all our hides to another conpany for--t^-ra4r? shoes and purses out 

of them. 

^<^*^* i^nU a ^kuuicd cciij 

I kntr.TCd- this j-fn-'l: a very pretty sight now- -a-*deaTr-coirvtth 
on a ccnvctm /j^j.-^ xcjrovt 

fro-hlTfj-jirrt-h^glTr^-op^-tdo-ik^iTn. Sone way wt» -t/ots to get the 

intestines and organ', fron oirt-of--thp cow \o we <i I i t it up the 

middle. All the blood runs douu tin's re- drain v;l»ile we pull 

the i IIS i des out . 



After llic rn'.-iTlr* arc fiom th'* r.jrc. 



. , Mc 1 .ly thoin 



rfrjhl- nn Ihiil conveyor h<'lt ihrwn- iftnlor Ih*- * n:t . Ih.it wiy. If 

tin* in'.idos or carca<;o »h;:if '.hojt' *;oii«'lh iug wiono» like .i tuvtor , 

fiilncvc (hi: iCiui 't 

ue go-f-thirt cow -onlTr-horir and d(jwrfovt;v lo the do*j U*u<\ plant ^" ^^'^ 

other s ide of tuwn. 
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Simulation Page 4 



See Page 220 



10 



11 



12 



13 



When the inspectors -is- done tfi th their first ^ooJ'-^t- the cow, 
lead 

we xhmp- the intestines anO organs into this container and* net rid 

a rrAn 

of them. The carcass is sent do;yn the line to thii^Hyis-^juy wi th 
a po,/Gr saw, lie saws the cow in half, throu'jh bone ond all. 
oAc Qtttiixg 

He go-tt44v-«o^K^owjv to the '\hrouder" now. lie wraps up 

tho beef lT3lfr in damp canvas. This Ire re canvas is—for-to kvcp 

the neat rioist and to- "press- down the fat, fben wo ruts the warm 

kUt untU 

beef into the chill cooler. From th? time we l-rtiS" a cow ^trY 

tixkc^ CiUy 

^ it gets o n - d o vm to the cooler otH-y-tTirircs 20 minutes. 

coot 

While \/e let the beof ■b^-ifl"the--cooU-r-i t gets another inspec- 
tion by the government -fo}f,-s-. We don't h«rdiy- have any beef that 
dor.-'*t got one of the top two grades. Our beef are rounded out 
-ro2'l— gocTf and nake a good cut of meat. 

■KhtTT one day "Iras'TrJSscTt we move vtrt- the beef from the cooler. 

divided inxUCA. 

It is SrHfOd into .l-i-ttJ^.^^ cuts of meat so it can be packaged -vp- 

r/iu 

and ycntft?d-otrt to grocery stores, ih-rt swns up what happens 
to the half million aniwals we vwt"'t1iroaglr-th-i'?--pl3XC every year. 
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Simulation Page 5 
CHECK: 

Sample questions in standard 
English are given at the 
right. 

Have students compare their 
standard English version 
with those presented orally 
in class. (See page 215 
for procedures for the oral 
presentation. ) 

Optional Discussion Topic : 

.Ask students to describe 
what type of mental picture 
they associate with the 
people asking each of these 
informal questions. (For 
example—a tall Texan with 
a ten-gallon hat, and so on. I 

Point out that what a person 
says and the type of language 
he uses can often reveal 
much about his age, back- 
ground, geographic area, 
religion, and so forth. 





RESTATING INFORHAL QUESTIONS 

During the plant tour, guests ask questions of the tour guide. Given 
below are some questions you might be asked about the plant. As a tour guide 
you must restate each question so everyone can hear and understand; then give 
an answer. INSTRUCTiONS: Read through the questions and change all non- 
standard English to standard English. Be prepared to restate each question 
•loud and to provide a reasonable answer. 



1. Do ya'U pick up the doggies at auction or do ya niake private 
deals with ranchers? 

Vo you ptacfuwc cattlt at auction oa, mkt fyUvatt oAAanowtnti 

2. Hha*s the dif among a Hereford and a heifer? 

iHhat tht diiitAZiXCt bttm.tn a HtAtiofid and a hUitAt 



Just between you and I, irregardless of what you've told us, 
are those 'nspectors really doing their Job? 

Juit bztK'ztn you and m, A^zgaidtti^ what you havz told oi, 
aAt tko6t XjiiptUoiU MoUy doing thuA Jobi7 

4. Hey man, that cow looked like It had a hunderd foot of guts. 
What do ya do with all that stuff? 

TfuLt cow lookzd Ukt IC had a hundxtd £ttX o^ -ui^MtuteA. What 
do you do tcctft tkejnt 

5. Is twenty minute you best time for runnin' a cow through here? 
li tmtnty mimUu youA. ^a^ttiX. turn lo\ ptoceA^-cng a cow? 

I be glad this here tour is over. You ever be sick after you 
sees this stuff? 

I am gtad tkU touA. 'U ovtx. Aaz you tvtx iick aUtx you ^te. 
tkUt 




Last month 1 spent on meat seventy-five dollars, 
reasonable ? 



This you call 



la^t month 1 ipznt ^cvcnty-^ivz doUoM on mfcU, Vo you call 
tkU KVUonabitl 



Sample Answers; 



K We buy some cattle at auction, but normally we 
deal with ranchers directly. 

2. A Hereford is a breed name of cattle. A heifer 
is a young female cow, especially one who has not 
borne a calf. 

3. The inspectors have a great deal of responsibility, 
and do a remarkable job considering the large numbers 
of cattle they must inspect. 

4. The waste materials, such as intestines, are used in 
the making of such products as pet food and fertilizer, 

5. I would say yes. We try to be fast but, more impor- 
tantly, we try to be thorough. 

6. No. It may seem gruesome to some of you, but it is 
our business and we are he»^e to serve the needs of 

-consumers. 

7. Without knowing the size of your family or your 
tastes, I couldn't say whether it is a reasonable 
amount or not. 
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Simulation Page 6 



The purpose of the questions 
on page 6 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed 
to succeed in the occupation 
explored in this simulation. 



Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify resources to which 
students who are interested 
in this occupation can go to 
explore the occupation further. 
Also, work with the business 
and office resource teacher 
to develop additional exploration 
activities related to this unit. 




WOULD I LIKE THIS TYPE JOB? 



Do you think you would Uke to be a 
tour guide? If most of your answers to 
the following questions are "yes", "-hances 
are you would enjoy being a tour j^ide. 



1. Do you truly enjoy meeting new people? Ves No 

2. Is it easy for you to speak to a group of people on a topic you 

know well? No 

3. Do people generally understand what you say? Yes No 

4. Do you like to get dressed up in smart outfits? Yes No 

5. Do you answer spur-of-the-moment questions without getting 

flustered? ^es No 

6. Are you confortable using standard English? Yes Uo 

7. Can you "sell" people on ideas or products you believe in? Yes No 

8. Would you like a job where you were active— on your feet— a good 

part of the time? No 

9. List all your traits that would help you be a successful tour guide: 



10. 



List all your traits that would keep you from being a successful tour guide: 



II, Review your answers to the abovo quootions. Oo you think you would be 
happy and successful fn a career a«; o tour guide? 
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BACKGROUND INFORMATION ON TOUR GUIDES 

Tour guidesj sometimes known as guest relations representatives^ escort 
guests along a pre-planned route within the business or industry and explain 
how the products are manufactured or how the company operates.^ Tour guides 
are a public relations representative for the companies in which they work. ^ 
Often a tour guide is the only employee the public comes in contact with while 
visiting the business or industry. Therefore^ a tour guide's Job involves 
making friends—potential customers— for the company. A successful tour guide 
creates goodwill for the company and leaves a favorable impression on each 
visitor touring the plant. 

.Speaks clearly 
.Voice carries well 
.Pronouces words distinctly 
.Uses standard English comfortably 

.Resourceful— must be able to answer difficult questions 
with ease 

.Thorough knowledge of how the company operates 
.Loyal to the company 
.Friendly J outgoing manner 
.Attractive J neat appearance 
.Enthusiasm towards 30b and company 
.Enooys meeting people 

Often J organizations look for one or more of the following when 
hiring tour guides: 

.A background in speech and/or English 
.A college background or degree 
.Marketing and promotion courses 
.Public relations courses 



Job opportunities for tour guides will increase as companies continue to 
grow in size. Most large industrial establishments have tour guides for people 
who visit their plants. A tour guide may not have a normal B-to-S job since many 
plants and industries are open to visitors evenings^ holidays j and weekends. 
For information on the salary of tour guides in your area^ consult local employ-* 
ment agencies or the employment want ads in your daily newspaper. 
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SKILLS AND 
CAPABILITIES: 



EDUCATION: 




STUDENT MATERIALS 



Following is a six-page "Tour Guide Simulation" which is 
to be duplicated, collated, and stapled into packets for student 
use. 

The simulation contains activities typically performed by 
a tour guide and requires students to make decisions regarding 
informal, non-standard English usage. 

The activities are designed to be completed on paper by the 
students and then presented orally to the class. The teacher s 
key and discussion guide are found on the preceding pages. 
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UNIT 13 



HOW A IKUR GUIDE USES standard and nonstandard ENGLISH 

You have a job as a tour guide at Great Lakes Meatpacking Company. Before 
you begin work, you must be familiar with how the meatpacking company operates 
so you can explain the process to visitors. 

Two of your duties will be to: 




1, Walk visitors along the tour route 
and explain the company's operations,. 




EXPLAINING COMPANY OPERATIONS 



RalDh Richards, foreman of the meatpacking company, will take you on 
a tour of the plan? to acquaint you with the operations of the company.^ 

INSTRUCTIONS: The plant foreman's description of how the meatpacking 
proce s is di e is shown below. In his description, the foreman oes not 
Sse standard English. Read the dia ogue shown below and convert jt to 
standard English so you can use it in your job as a tour guide. The first 
sentence is done for you as an example. 



Examplej 

I guess you we're running a meatpacking company here. 

Today. I'm gonna show you all something about how we gets our 
cattle and what happens to 'em once we got them. I've knew this 
company inside out for 18 years and I'm in hog heaven just talkin' 
about it. 

The first people who sees these cattle is our buyers. Our 
buyers is trained to picH cattle that gives us the most good cuts 
of meat per pound of live body weight. If a buyer don't pick out 
, top-grade cattle, we just ain't gonna have a good product. 

The cattle is shipped to us in railroad cars. They gets to 
this here holding pen every day. We don't have no more cattle 
shipped in than we can kill that day 'cause if they stand around 
^they start losin' weight and we lose a lotta dough that way. 

As soon as them cattle gets here, we start herding 'em single 
file into a chute. The chute leads them into the kill floor where 
we knock them. Knocking a cow means we hold a air gun to its 
head and drive a slug into its brain. After this is did, the cow 
drops dead right quick-it don't feel nothing. 

-jcl, 

(Simulation Page 2) 
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When the cow is lying on the floor dead, we shackle its back 
legs to a conveyor belt. Then we hoists it into the air upside 
down and hooks it on a pulley. It rides along on this here con- 
veyor to the next step where we start to skin it. 

At this next step, the guy got a sharp knife. He cuts the 

skin on the head and pulls the skin all off the head of the cow. 

Then the man swings the cow around and cuts a pattern through the 
hide on the stomach of the cow. 

When the cow gets to this next step, the hide from its body 
is pulled off. We have this machine here called a hide-puller. 
We hooks it onto the corners of the hide and it just pulls the 
hide right off of that warm cow in nothin' flat. We done sell 
all our hides to another company for to make shoes and purses out 
of them. 

I knowed this ain't a very pretty sight now--a dead cow with 
no hide just hangin' upside down. Some way we gots to get the 
intestines and organs from out of the cow so we slit it up the 
middle. All the blood runs down this here drain while we pull 
the insides out. 

After the insides are loose from the carcass, we lay them 
right on that conveyor belt down under the cow. That way, if 
the insides or carcass done show something wrong, like a tumor, 
we get that cow outa here and down over to the dog food plant 
other side of town. 
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When the inspectors is done with their first look at the cow, 
we dump the intestines and organs into this container and get rid 
of them. The carcass is sent down the line to that big guy with 
a power saw. He saws the cow in half, through bone and all. 



11 
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We gettin' on down to the "shrouder" now. He wraps up 
the beef halfs in damp canvas. This here canvas is for to keep 
the meat moist and to press down the fat. Then we puts the warm 
beef into the chill cooler. From the time we kills a cow 'til 
^ it gets on down to the cooler only takes 20 minutes.'. 

While we let the beef be in the cooler it gets another inspec- 
tion by the government folks. We don't hardly have any beef that 
don't get one of the top two grades. Our beef are rounded out 
real good and make a good cut of meat. 
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When one day has passed we move out the beef from the cooler. 
It is sawed into littler cuts of meat so it can be packaged up 
and sended out to grocery stores. That about sums up what happens 
to the half million animals we put through this place every year. 




(Simulation Page 4) 
230 



ERIC 



RESTATING INFORMAL QUESTIONS 

During the plant tour, guests ask questions of the tour guide. Given 
below are some questions you might be asked about the plant. As a tour guide 
you must restate each question so everyone can hear and understand. 

INSTRUCTIONS: Read through the questions and change all non-standard English 
to standard English. Be prepared to state each in standard Enalish .aloud and to 
provide a reasonable answer. 

1. Do ya'll pick up the doggies at auction or do ya make private 
deals with ranchers? 



2. Wha's the dif among a Hereford and a heifer? 




3. Just between you and I, irregardless of what you've told us, 
are those inspectors really doing their job? 





•1 IIpv m\\, that tim li«»<!-p.l I Up H twil s hui\«lpi«l f«'ot >>f »iulv. 
What (1(1 yd do with all th<\t stud? 

twenty minute you best lime for runnin' a cow through here? 




6. I be glad this here tour is over. You ever be sick after you 
sees this stuff? 

7. Last month I spent on meat seventy-five dollars. This you call 
reasonable? 
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WOULD I LIKE THIS TYPE JOB? 



Do you think you would like to be a 
tour guide? If most of your answers to 
the following questions are "yes", chances 
are you would enjoy being a tour guide. 



1. Do you truly enjoy meeting new people? Yes No 

2. Is it "easy for you to speak to a group of people on a topic you 

know well? Yes No 

3. Do people generally understand what you say? Yes No 

4. Do you like to get dressed up in smart outfits? Yes No 

5. Do you answer spur-of-the-moment questions without getting 

flustered? Yes No 

6. Are you comfortable using standard English? Yes No 

7. Can you "sell" people on ideas or products you believe in? Yes No 

8. Would you like a job where you were active— on your feet~a good 

part of the time? ..... Yes No 

9. List all your traits that would help you be a successful tour guide: 



10. List all your traits that would keep you from being a successful tour guide: 



11. Review your answers to the above questions. Do you think you would be 
happy and successful in a career as a tour guide? 
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UNIT W 




MAKING EFFECTIVE SPEECHES as a 

PUBLIC PROGRAM SUPERVISOR FOR A 
TELEPHONE COMPANY 



PURPOSE: 

The purpose of this unit is to provide students with practice in giving 
speeches while learning about the career of a public program supervisor. 



MAJOR ACTIVITY: 

students are to prepare and give a speech as they assume the role of a 
public program supervisor for a telephone company. 

Before Class Begins: 

Duplicate a copy of the simulation (white sheets at the end of this unit) 
for each student in the class. 

During Class: 

1. Distribute the simulation packets. 

2. Have students read and discuss the information on the first page of 
the simulation. 

3. Assign each student one of the topics listed below on which to prepare 
a short speech: 

Topic 1 ; What Good Telephone Manners Are and Why They Are Important 
How to Place a Long Distance Call 
Proper Methods of Answering a Call and Taking Messages 
Telephone Equipment and Services of the Telephone Company 



Topic 2 



Topic 3 



Topic 4 
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4. Have students begin gathering information and preparing their speeches. 

5. After listening to a speech, have members of the class write the speaker's 
name on a sheet of notebook paper, one fact they learned from the speech 
that will be useful to them, and one comment on the speaker's method of 
presentation.. 
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DuHnQ Class: (continued) 



6. Optional ; Have students orally react to points mentioned in the speeches 
and to individual methods of presentation. 



OPTIONAL ACTIVITIES: 



Outlining Speeches-Prepare a short speech from a carefully developed out- 
TiHi7then read it to the class. Tell students that they are to jot down 
the main points and subpoints as they are presented. Afterwards, compare 
students' outlines with the one you have developed. 

E xtemporaneous Speaking- Write the titles of 30 different occupations on 
slips of paper and place them in a box. Have each student draw a slip ot 
paper and give a one-minute talk on the occupation listed. Students might 
include in their presentations such items as the nature of the work, 
qualifications needed for entry into the occupation, job interest, and 
job usefulness. 

Guest Speaker— Ask a representative from your local telephone company to 
speak to the class on services and equipment provided by the telephone 
company, or have this person show one of the films produced by the tele- 
phone company. 
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UNIT W 

MAKING EFFECTIVE SPEECHES as a PUBLIC PROGRAM 

SUPERVISOR FOR A TELEPHONE COMPANY 

A public program supervisor at a telephone company explains correct tele- 
phone usage and describes the services and equipment provided by the telephone 
company to student groups, clubs, and members of the business community. 

Today, you will assume the role of a public program supervisor as you pre- 
pare and give a speech on some area of telephone usage. 




GIVING A SPEECH 



An unorganized speech is not easy to deliver and is difficult for listeners 
to follow. Without a plan, your speech is likely to wander, and your aiidience 
may become bored. 

Follow the three steps and use the form below as you prepare and give a 
speech on the topic your teacher has assigned you. 

«t 

step 1: OUTLINE YOUR SPEECH— Organize your information into main 
points and subpoints as shown below: 

Main Point A. 
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Subpoint 1 . 
Subpoint 2. 
Main Point B. 



Subpoint 1 . 
Subpoint 2. 
Main Point C. 



Subpoint 1 . 
Subpoint 2. 
Main Point D. 



Subpoint 1 . 
Subpoint 2. 
Main Point E. 



Subpoint 1 . 
Subpoint 2. 
Main Point F. 



Subpoint 1 . 
Subpoint 2. 
Main Point G. 



Subpoint 1 , 
Subpoint 2. 



235 

(Simulation Page 2) ^^-^ 




step 2: REHEARSE YOUR SPEECH- -Practice 
your speech before delivering 
it to an audience. This is 
the time to identify and "iron 
out" any problems which may 
occur while giving the speech. 



Step 3: GIVE THE SPEECH- Present 
your talk in clear tones- 
loud enough for all to 
hear. Try to be motivated 
hy rt sincere desire to share 
your ideas with the listen- 
ers. Think about what you 
are saying while you are 
saying it. 
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UNIT 15 
HOW A TRAVEL AGENT 

USES THE SKILL OF 

COMPREHENSION 



PURPOSE 

This unit deals with the career of travel agent. The unit is designed 
to give the students experience with the skill of comprehension while learning 
about the career of travel agent. 

MAJOR ACTIVITY 

The simulation activities included in this unit JJ^.^.f^i^j^J" f ^j!^! ',lZle 
encounter as a part of their jobs. The simulation activites ^hi unit revolve 
around a travel agent's ability to comprehend and take action accordingly. 

Before Class Begins: 

1. Duplicate enough copies of the simulation packet (white sheets at the end 
of this unit) to provide each student with a copy. 

2. Read "Background Information on Travel Agents" on page 248. 

3. Review the page entitled "Robin Wells' Dialogue," page 241. since you will 
role play Robin Wells by reading this dialogue to the students when the 
simulation begins. 

4. You may want to write words, with difficult spellings on the chalkboard 
before class begins so students can refer to correct spelling of such 
words as Puerto Rico, San Juan, etc. 

Duping Class: 

1. Distribute the simulation packets, reading and discussing the first page 
with students. Suggested discussion topics are given in the Teacher s Key 
which begins on page 242. 

2. Ask students to turn to the second page of the simulation. Explain that 
they are to assume roles of travel agents while you assume the role of Robin 
Wells, a customer of the travel agency. Explain, also, that you will tell 
them about a trip you (as Robin Wells) want them to plan for you, and they 
are to make notes on the trip planning form so that they can make your travel 
arrangements. Tell students they will use these notes to complete the re- 
maining travel forms. 

3 Role play Robin Wells by reading aloud (in a conversational tone) "Robin 

Wells' Dialogue," page 241, while students take notes on the trip planning form. 



4. 



5. 
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When you have completed the dialogue, ask students to make Robin Wells' 
travel arrangements by completing the simulation packet. Explain how the 
24-hour time used on the timetable is converted to standard time. 

When most students have finished the simulation activities, check and discuss 
their work, using the teacher's key as a guide. If time permits, use one or 
more of the discussion topics or optional activities listed on the following 
page to conclude the unit. ^.ijX. 
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OPTIONAL ACTIVITIES 



"Pass the Word" — This game provides students with an exercise in 
cbtiiprelie'iidTng and repeating a message. Whisper a short story or phrase 
to a student at one end of the classroom. Tell the student to whisper 
the message to the next student, and so on, until all students in the 
class have heard the message and passed it on. When the message has 
reached the final student, ask him to repeat the message he heard to the 
entire class. Then read aloud to the class your original message and 
compare the two. 

Ask students what differences there were in the content of the two messages, 
and what reasons they think contributed to the communications gap. 



"What Makes a Good Listener? "— Through a class discussion, decide on some 
standards for good listening. For example, good listeners keep their 
eyes on the speaker, don't fake attention, don't "tune out" difficult 
listening. Post these rules in front of the class so students can review 
their own listening habits. 



"What Am I?" -'- This exercise gives students an opportunity to form a mental 
picture of an object and name it based upon an oral description. 

1. Have students number a page from 1 through 8. 

2. Read each of the descriptions given below and have students guess 
and write down the name of whatever you are describing. (A variation 
might be for students to interrupt your reading whenever they think 
they know the name of the object.) 

3. When you have read a description, ask different students to give their 
answers. Compare their answers to the ones shown below. 

4. Point out that people form different mental pictures of an object 
after hearing the same description. The way people relate, to what 
they hear is how they comprehend . 



DESCRIPTION J: We can hang on the. watt oh. ^ilt on a duk. We come in many 
colons and 4hape^. We don't &ay much, only Ung, hum, on faeep, faui mXhowt 
uM you'd goX too much 6Ze.e.p. (Answer; Alarm Clock) 

VESCRJPTWhl 2: Some, people look at me and think I'm beawU^ul wkiZe otheM 
juAt ihake theJJi heAd^ In puzzlement and waZk on by. I've been ^Mmed. 

(Answer: Picture) 

DESCRIPTION 3: tfJhen I'm iOAved I go "cAunch". O^ten you'll have me a 
pant 0(J youA lunch. I cm itoKed in a caAdboand box with wax lining 60 my 
\fie^hne^& wiJUi fimoA-n. (Answer: Crackers) 

PESCRIFTION 4: I'm a iha^t 0(J wood wiXh lead showing on my bottom and a &oit 
top that get& kU oi mi&takeA> my otheA. end makoM. 

(Answer: Pencil) 
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VESCRJVnON 5; 1^ all yoa mnt i6 a datt, that^6 what l^m oAomd ioK. 

(Answer: Calendar) 

VESmmOn 6: Vm aU. boUlod up; I'm 6mooth and cAtamy. I mM Qood 
too. Mo/iZ ux)mm that men a6e me. W/ien I'm put on no-onz can -6ee me* 

(Answer: Lotion) 

PESCRIPTIOW 7: hin 6olt puApo6Z ion exx6^ence U to qo ^Komd In cMictt^ 
lAxUk a lot oi (jotight on me and pK(U6u/it aji me. I bltz tkz diju>t o^tm but^ 
that alont volZl 6zldom dtilatt me* M{/ QH.(ijat(U>t izaJi l6 that I wUl fae nalttd. 

(Answer: Tire) 

PESCRIPflOW I'm ^hohti and 6tAonQ, and 6tand ovqa mtoA on 6t/iZQjt comeJU 
eue/Li/w/ie/te. How I pmy ^oa. 6omz itojt Instead o^ a ioandation o^ concAztt 
uoho^mveA I 4ee a dog anxAjou6ly nxmYtlag my way. 

(Answer: Fire Hydrant) 



l\ ^ "Get the Story Straight" — Read a paragraph out loud to the class, telling 
them not to take notes on what you are reading. When you have finished 
reading the paragraph, ask students to write the story on paper as they 
remember it. Have several students read their versions to the class and 
compare them to the original story. Point out that each of us goes through 
a different process of evaluation and remembering what we hear and see. 
Therefore, people do not comprehend in a like fashion. Another example 
you can use to illustrate this point is the idea that jury members hear 
identical testimony but often have difficulty in agreeing on a verdict. 

FIELD TRIP 

. . .to a travel agency to observe the complete operation and learn more 
about careers, including the job of travel agent. 

• . .to a park or through the town with students from the class acting as 

tour guides. 

(See Field Trip Guide in Appendix for field trip procedures. ) 

INTERVIEW: 

• , .a travel agent 

. . .an owner of a travel agency 

. . .an employee in any occupation that students are interested in, in the 
transportation industry. 

(See Interview Guide in Appendix for procedures on conducting a group interview. ) 
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ROBIN WELLS* DIALOGUE 
(To be read aloud to the class as they take notes on the Trip Ptaming Form.) 

Hi. Tm Robin Wells and you made travel arrangements for my vacation last 
year. Now Tm ready to go on another vacation, and this year I have decided 
to go to Puerto Rico and to St. Thomas in the Virgin Islands. I want you to 
make all my arrangements as usual, so I!ll tell you just what I want and you 
can make notes. O.K.? 

The first day of my vacation is Tuesday, July 17, and on the morning of that 
day I would like to fly from New York City to San Juan, Puerto Rico. I want to 
stay for three nights at the ElConvento hotel— that* s spelled E-L C-O-V-E-N-T-0 
My best friend is going to Be staying at the ElConvento at the same time Til 
be there; otherwise I would just stay at the Hilton. 

On the second day, Wednesday the 18th, I would like you to arrange a sight- 
seeing tour of the island for me. Be sure the tour Includes the Rain Forest. 
My friend Larry Parker went to Puerto Rico two years ago and has been talking 
about the rain forest ever since, and I want to find out if it is as interesting 
as Larry says, which I don't expect it to be. 

I will spend the third day at the beach, but I want you to arrange a night 
club tour in the evening for me. I have friends who took a night club tour in 
San Juan last year, and 'they said it was really great. 

On the afternoon of the fourth day, July 20th, I want to fly to St. Thomas 
in the Virgin Islands for three days and nights. So make a flight reservation 
for me from San Juan to St. Thomas for July 20th. 

While at St. Thomas, I want to stay at the Bluebeard's Castle Hotel. I 
understand there is only one real town on St. Thomas; is that right? On July 21 
I want to visit the Virgin Island National Park on St. Johns Island. 

On July 22, I would like you to arrange a shopping tour of St. Thomas and 
later I will maybe go to the beach. Then on the seventh day, July 23, I want 
to fly back to New York City on an afternoon flight. 

Another thing I forgot to mention, I don't want to pay a fortune for the 
hotels in Puerto Rico and St. Thomas. Someone told me I could get a single 
room at those hotels for $23 a day in July, and that is the rate I would like. 

Call me when you have made all the arrangements and I will come in to pick 
up my tickets. My telephone number is 678-2455. 
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UNIT 15 



TEACHER'S KEY 



Simulation Page 1 

Go over page 1 of the simulation 
activity with students. 



a. Ask students whether they are 
acquainted with any people 
who are travel agents • 

b. If so, ask whether they think 
that the travel agents they know 
really do the types of things 
described here* 

c. Ask students to describe other 
types of work performed by the 
travel agents they know, and in 
what type organization he or 
she works. 

In a discussion develop the idea 
that travel agents must: 

a. Be able to comprehend and 
follow oral instructions. 

b. Have a pleasant manner on 
the telephone and in person. 

c- Be able to work in a hectic 
atmosphere and under the 
pressure of deadlines. 

d. Be skillful at remembering 
facts and details. 





UNIT IS 
WQftKINS AS A TRAVEt AGEHT 

Today, you «re 90ln9 to work *i * travel 
igtnt for th« World-Wide Tr«vel Agency which 
U locaud In lon9 IsUnd City. New York. 

Your iwin dutiM »i * tr«vel «9ent are to 
listen IS your clients describe the trios they 
w<nt you to plin for then; give clients infor- 
Mtlon about tours, hotels, and rete«; end i>ake 
travel arran9ei>ents for then. 

You iwst listen very carefully to your 
clients so that you can arrange the type of 
trip they want. If you do not listen carefully, 
you ray fall to do what your clients request, 
for example, you eight rake reservations at 
a certain hotel when the clients said they wanted 
to stay in another, or you nlqht reserve an 
expensive roon when they had asked you to re- 
serve an inexpensive roon. Also. If you <J0 not 
listen carefully and take cotPlece notes, you 
Might reserve flights on the wron? days. If 
you sake wlstakes like these, your clients will 
90 to another travel agent the next tl»e they 
plan a trip. 



Today, you will take notes as one of your 
clients, nctin Wells, descrltes an uocommg 
trio you will arrange. You will then use your 
notes to prepare a flight schedule and :o re- 
quest hotel reservations for the client. 

Heoe^ber. good listening and coraprehenslon 
skills will be very Important to you as you 
begin your work as a travel agent. 
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Simulation Page 2 



The information given orally 
to the students is recorded 
correctly on the completed 
form shown below. 

Ask students if they 
experienced difficulty in 
recording all the details and 
facts that Robin Wells wanted 
as part of the vacation. 
Point out that in order to 
be a travel agent, a person 
must be able to hear and record 
a myriad of details accurately. 



.LISTENING TO CUSTOMERS AND TAKING NOTES 



A customer, Robin Wells, cooies to the World-Wide Travel Agency office and describes an upcoming trip to 
Puerto Rico and the Virgin Islands. Take'notes on the Trip Planning Fonn below as Robin describes the travel 
arrangements you are to make. Place a dash (— ) in the "From** and '*To" columns of the form for the days on 
which Robin is not traveling by air. (NOTE: Your teacher will role play Robin Wells.) 



Client's name: f^oboiWUU 



TRIP PUNNING FORM 
_ Telephone: ^7<-2j5S 



Departure Date: 



AIR TRAIJSPORTATION 
FrOTi: To: 



Date 



U Convotto VoUr 



St, Thoincis 



BtatbtaMV* Ccuttc Hotel 



Wettf yo\k City 



Special Notes: 1- Vt}.\xU t*^ JiUy 17 ioA. Sah Juan. 

2. OifSixt S.in Jiuui io\ Bt. T/iorvii AnmOCN oi JuliJ 70, 

S, Vci\x\t St, T/icrwi loA. Wcw Yo\k City AFTCRWCWM o^ Jati/ 23. 

4» CtMfonm lutnfi iouUc \oon oX d AAtt 0^ $tS 

5. Ca*tcm% iC(^( p'Uk up tickttA a^ttA u^t c^tt kun. 



Special Tours 



Utand TouA, inctufUn^ Rcuji 

fOflCit 



NiglU Cbtb Tom 



Toui on St. Jvhu Utand 



Shopplnq TouA o^ St. TliOr-iii 



erJc 
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Simulation Pages 3 and 4 



A completed Flight Information form 
is shown at the right. Notice that 
flights have been selected according 
to the preference of the customer 
and times have been converted from 
24-hour to standard times. 



Ask students which flights they 
selected for Robin Wells, and 
what standard time they list 
for those flights. 

(Note: Instructions for 
converting to standard time 
are given near the top of 
Simulation Page 4. You may 
want to convert several 
24-hour times to standard 
times before students begin 
the simulation so they under- 
stand the process.) 



Optional Discussion Topics 

'Ask students why they think 
an airline would list their 
flight schedule using the 
24-hour clock. 

•Ask students if they know of 
any other agencies who operate 
on the 24-hour clock. 



"SELECTING FLIGHTS AND PREPARIf«i 
A FLIGHT SCHEDULE 

Refer to the trip planning form you prepared for Robin Wells to see what 
flight reservations are needed for the trip. Write the names of the places 
Robin will be flying from and to and the dates on the Flight Information form 
shown below. (You will only need to use 3 lines of the form to record this 
information.) 

After you have written in the travel points and travel dates on the form, 
select flights by referring to the P^n Am (Pan American Airways) flight schedule 
shown on the next psge. Choose the flights you think Robin Wells would prefer 
and record the airline, flight number, departure time, and arrival time for each 
flight on the Flight Information form. 



PLIGHT INFORMATION 



FftOM: 


TO 


AHUNS 


FUCHr 
NO. 


DATE 


TIV£ 


TJM£ 












MX 




















V\j^.V C^j^ 








3' Sow 















































HAKIHG HOTEL RESERVATIONS 

You must make hotel reservations for Robin Vfells in Puerto Rico and on 
St. ThOfras Island right away so that the type of hotel roonj your client wants 
is available. Refer to your notes cn the trip planning form to see which hotels 
and what type of roon Robin requeste'J. Then ccnpleto the hotel reservation 
requests forms on Simulation Pages 5 and 6 so that these forms can be mailed 
today. The addresses for the Puerto Rico and the St. Thoras hotels are shown 
below. Street addresses are not required for major hotels. 

Address for hotel in Puerto Rico Address for hotel in St. Thon)as 



San Juan, Puerto Rico 00902 



Charlotte A«nal le, U. S. 
Virgin Islands 00801 
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Simulation Page 5 



A correctly completed hotel 
reservation form is shown 
at the right. 



Optional Discussion Topic 



•Ask students if they know 
what It means to confirm a 
reservation. Ask them why 
they think the travel agenL 
asked to have the rooms 
confirmed. 



rcpi.y-memo 



12234 



TO 



(ciir) (Suit) (hP) 



FROM 



WORLD-WIDE TRAVEL AGEL'CY. INC. 
First national Tower Bldg. 
Suite 201 
Long Island City. H. Y. 11102 



Hotel reservation requested for: 



Dear Sir: 

He would like to request a 



room at a rate of $ 



for our client(s) \^ t>V 



They will be arriving on 



and departing ^ "^^^ « 

for a total stay of "3 nights. Please confim this reservation. 

^ ncecYTo ^> ('^tlM.U^ Mo.^ 
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simulation Page 6 




A correctly completed hotel 
reservation form is shown 
at the right. 





FROM 

UORLD-WlOE TRAVEL AGENCY. UlC. 
First National Tower Bldg. 

Suite 201 
long Islond City, H. Y. 11102 


(ciir) (swin 


Hotel reservation requested for: \\ ^Vv-^ ^ 





12234 



Dear Sir: 

We w-ould like to request a 

for our rUpntfs) V v\>^ ^ .wv.^^ 



at a rate of 



The^ will be arriving on 



and depar' 



for a total stay of 3 nights. Please confirm this reservation. 
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Simulation Page 7 



The purpose of the questions 
on page 7 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
explored in this unit. 

Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 

Work with the business and 
office resource teacher to 
identify resources to which 
students who are interested 
in this occupation can go 
to explore the occupation 
further. Also, work with 
the business and office 
resource teacher to develop 
additional exploration 
activities related to 
this unit. 



WOULD I OUOT ICING A TXAVa ACCNH 



All of tht activities listed below «l9ht be performed by < travel ayent. 
fUce a check aurk beside the things that you would enjoy doing: 



Cive Infomatlon to people 

Listen to custoners describe 
features they would like In 
a trip 

Answer fhw and Nke notes 
of coAVtrsatlons 

CoBpoie and type letters 

„ Fliurt rates and discounts 
fer travel and lodging 

2. Uould you like to be a travel agent? 



Man travel schedules 

Writing checks to hotels and 
tour companies 

SpMk to groups about special 
trips 

Look through schedules and tint* 
tables for Infonnatlon 
Handle aoney and operate cash 
register 




Uhat strengths do you have that could be used in this occupation? 
(For exMspte: like to neet people, patient, etc.) 



ERIC 
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BACKGROUND INFORMATION ON TRAVEL AGENTS 



Travel agents provide airline tickets and arrange for lodging and special 
exourcions for justomers who come to the agent for travel arrangments. Thue^ 
travel agents Dork as a liaison between the customer and airlines ^ hotels ^ 
tour companies^ and so forth. Because the travel agent performs this liaison 
function^ most of the agent's time is spent communicating with people. For 
example^ after hearing a customer describe the type of trip he or she wantSy 
the travel agent may call an airline to reserve a flighty contact a hotel in 
Europe to make room reservations^ and then call the customer back to confirm 
the arrangements. 

These are some of the services which travel agents provide: 

.Obtains travel and hotel accommodations for customers 
.Issues and validates tickets of airlines^ buses ^ and trains 
.Prepares itineraries (proposed route and plans for a trip) 
.Compiles reports 

.Figures rates and obtains confirmation of travel and lodging 
.Keeps directory of hotels^ motels^ and timetables 

.Offers descriptive literature (brochures y maps^ etcJ of areas to visits 

entertainment y and what to see 
.Answers inquiries about routes y fares and accommodations 
.Prepares tours for groups 

.Arranges for motor transportation for arriving and departing travelers 
.Arranges for visas and other documents needed for foreign travel 
.Gives travel presentations to groups interested in tourSj or as a 
promotional aid. 

A successful travel agent needs the following skills^ capabilities^ and 
education: 

SKILLS AND 
CAPABILITIES: 

.Good communication skills j both verbal and writing 
.A pleasant manner on the telephone and in person 
.Neaty attractive appearance 

.Ability to listen and understand customer needs 
.Patience and diplomacy 
.Good basic math skills 

.Ability to work under pressure and hectic atmosphere (due to seasonal 

nature of business and transportation problems) 
•Skill at remembering facts and details 

EDUCATION: 

.High school graduate; college training desirable (Helpful courses: 

geography^ business training^ and public relations) 
.On-the-job training is main route to becoming a travel agent 

Travel agents are usually paid on a salary basis; however^ they sometimes 
receive a commission^ in addition to their salary^ on all bookings they make* 
For information about the salary of travel agents in youv locale^ check the em- 
ployment want ads in a daily newspaper or contact your state employment agency. 
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UNIT 15 
WORKING AS A TRAVEL AGENT 

Today, you are going to wov^k as a travel 
agent for the World-Wide Travel Agency which 
is located in Long Island City, New York. 

Your main duties as a travel agent are to 
listen as your clients describe the trips they 
want you to plan for them; give clients infor- 
mation about tours, hotels, and rates; and make 
travel arrangements for them. 

You must listen very carefully to your 
clients so that you can arrange the type of 
trip they want. If you do not listen carefully, 
you may fail to do what your clients request. 
For example, you might make reservations at 
a certain hotel when the clients said they wanted 
to stay in another, or you might reserve an 
Expensive room when they had asked you to re- 
serve an inexpensive room. Also, if you do not 
listen carefully and take complete notes, you 
might reserve flights on the wrong days. If 
you make mistakes like these, your clients will 
go to another travel agent the next time they 
plan a trip. 

★ * * 




Today, you will take notes as one of your 
clients, Robin Wells, describes an upcoming 
trip you will arrange. You will then use your 
notes to prepare a flight schedule and to re- 
quest hotel reservations for the client. 

Remember, good listening and comprehension 
skills will be very important to you as you 
begin your work as a travel agent. 
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Simulation Page 2 



SELECTING FLIGHTS AND PREPARING 
A FLIGHT SCHEDULE 

Refer to the trip planning form you prepared for Robin Wells to see what 
flight reservations are needed for the trip. Write the names of the places 
Robin will be flying from and to and the dates on the Flight Information form 
shown below. (You will only need to use 3 lines of the form to record this 
information.) 

After you have written in the travel points and travel dates on the form, 
select flights by referring to the Pan Am (Pan American Airways) flight schedule 
shown on the next page. Choose the flights you think Robin Wells would prefer 
and record the airline, flight number, departure time, and arrival time for each 
flight on the Flight Information form. 



FLIGHT INFORMATION 


FROM: 


TO: 


AIRLINE 


FLIGHT 
NO. 


DATE 


DEP. 
TIME 


ARRIVAL 
TIME 























































































MAKING HOTEL RESERVATIONS 

You must make hotel reservations for Robin Wells in Puerto Rico and on 
St. Thomas Island right away so that the type of hotel room your client wants 
is available. Refer to your notes on the trip planning form to see which hotels 
and what type of room Robin requested. Then complete the hotel reservation 
requests forms on Simulation Pages 5 and 6 so that these forms can be mailed 
today. The addresses for the Puerto Rico and the St. Thomas hotels are shown 
below. Street addresses are not required for major hotels. 



Address for hotel in Puerto Rico 



Address for hotel in St. Thomas 



San Juan, Puerto Rico 00902 
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Charlotte Amalie, U. S. 
Virgin Islands 00801 
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PAN AM TIMETABLE 



To find dtslrad strvlcft— tht schedules are shown in Quick Reference form alphabetlcaUy. Go to the 
City that your trip orlflnates frem--then all destinations are listed alphabetically. 
The Quick Reference listing gives the frequency of service, time of departure and arrival, the flight 
number, wuwQtiQn city (if any), type of aircraft and class of service* 

a#9»e§ of lervJcej F-FJrst Class; Y-Economy Class; K-Thrlft Class: N-Nlght. 



The 24-Hour Clock It Used In 
This Time Table 



Times shown between 0:01 (1 minute after midnight) and 
12:00 (noon) are A.M. times. Times shown from 12:01 
to 24:00 are P.M. times. To convert P.M. times to 12-hour 
clock, subtract 12 hours. 
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tv.nn \vi?:i- & s'ihk co.»ic:» i.iTAur. wjut- co-»y v/il*. ri,: rk i*of«.st..>.vviTn «.•..•!. v. 

REPLY-MEMO 



12234 



TO 



OlOTfL) 



(cnr) 



(STATE) 



(ZIP) 



FROM 



WORLD-WIDE TRAVEL AGENCY, INC. 
First National Tower Bldg. 

Suite 201 
Long Island City, N. Y. 11102 



Hotel reservation requested for: 



Dear Sir: 

We would like to request a 
for our client(s) 



(Single/Double) 



room at a rate of $ 



They will be arriving on 
for a total stay of 



and departing^ 



nights. Please confirm this reservation. 



riEPLY TO 



SCNO fA»lTS 1 AWD U IMTACT-PA'IT | WILL flV. RCTUMMfD V/ITW fl£l*t.V 



KM aa NS 



Il^TUI^M TO OXIGINATOJl ^ _ . _ 

ORIGINATOR DSTACU AHD FILE FOX FOLLOV/ UP 
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f.iINO \7lUT2 U PIM^ CO.'Ifii MTaOT. V/IIITC COS'Y V/ILL ok RKfURNCO.WlTM «^.»LY. 

REPLY-MEMO 



12234 



TO 



(iiotrL) 



(cm) 



(STATE) 



(ZIP) 



FROM 



WORLD-WIDE TRAVEL AGENCY, INC. 
First National Tower Bldg. 

Suite 201 
Long Island City, N. Y. 11102 



Hotel reservation requested for: 



Dear Sir: 

We would like to request a 
for our client (s) 



room at a rate of $ 



(Single/Double) 



They will be arriving on 
for a total stay of 



and departing_ 



nights. Please confirm this reservation. 



O'rfOINA rOH.DO NOT WMITC hCLOW TMI5 LINE 



nCPLY TO • 



bCHO VAHTi \ AUI» D INTACT-PANT 1 WlLU MCTUKNTO V/ITM HCMLY 



f:».« KS 



ORIGINATOR DcTACIl AMD FlU f02. TCUOV/ UP 
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WOULD I ENJOY BEING A TRAVEL AGENT? 



All of the activities listed below might be performed by a travel agent. 
Place a check mark beside the things that you would enjoy doing: 



Give information to people 

Listen to customers describe 
features they would like in 
a trip 

Answer phon^^ and make notes 
of conversations 

Compose and type letters 

Figure rates and discounts 
for travel and lodging 



Plan travel schedules 

Writing checks to hotels and 
tour companies 

Speak to groups about special 
trips 

Look through schedules and time- 
tables for information 
Handle money and operate cash 
register 



2. Would you like to be a travel agent? 



Yes No 




3. What strengths do you have that could be used in this occupation? 
(For example: like to meet people, patient, etc.) 
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UNIT 16 

How AN ADVERTISING LAYOUT PERSON 

FOLLOWS DIRECTIONS ON THE JOB AT 
A NEWSPAPER PUBLISHING COMPANY 



PURPOSE 

The purpose of this unit is to give students experience in listening to 
and following directions while acquainting them with the carper of an advertising 
layout person. 

MAJOR ACTIVITY 

The major activity of this unit is a simulation of work performed by an 
advertising layout person. In the simulation, students must listen to and 
follow directions in laying out and composing advertisements. The suggested 
procedures for administering the simulation ai^e as follows: 

Before class begins: 

1. Duplicate enough copies of the simulation packet (white sheets at the end 
of this unit) to provide each student with a copy. 

2. Read "Background Information on An Advertising Layout Person" on page 267. 

3 Secure scissors and paste or scotch tape for student use. Two or three 
students can share scissors and paste during the simulation exercise. 

During class: 



1 



2. 



Distribute the simulation packets, reading and discussing the first page 
with students. 

Ask students to look at Simulation Pages 2 and 3. Explain that page 2 
contains all the artwork and lettering needed to prepare an advertisement 
for a sale at "The Sutler," a clothing store for men. Tell them they are 
to cut out these parts and follow your instructions in arranging and pasting 
them onto page 3. The spacific directions you are to give to students are 
shown on the next page. 




/ . Vj3 
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The §3 item should be placed directly beneath the words "to School and Gifts 
Nexty draw a solid black line across the advertisement beneath the words 

"Master Charge Bank Americard. " 

Center item ff6 in the blank space you have left at the bottom of the 

advertisement. 

After you have the ad arranged according to these instructions ^ please 
show it to me for proofing. 

End of Section 2 

3. Have students turn to Simulation Page 4. This page contains only the 
art work for a newspaper advertisement. Tell students they are to write 
and desian an advertisement for a restaurant* They are to create an 

ad using^'any or all of the following information which you should give 
to them orally. 

The restaurant will cater to hiah school and college students. 
The restaurant will be open from 11 a.m. until 11 p.m. daily. 

The restaurant will serve both Mexican and American food at 
a modest price. 

When you have given students the above information orally, ask them to 
use the illustration on Simulation Page 4 in designing an entire ad- 
vertisement for the new restaurant. Explain that this includes choosing 
a name for the restaurant, writing an advertisement to accompany the 
picture, and arranging the complete ad attractively on the page. 

4. When students have finished the unit activities, have them display 
their ads and review each student's work to see whether the ads were 
prepared in accordance with the oral instructions. 

5. When the ads have been checked and discussed, have students turn to the 
last page of the unit to answer and discuss the "Would I Like This Type 
Job?" questions. 

6. If time permits, use one or more of the topics or activities listed 
under Optional Activities to conclude the unit. 
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OPTia^L ACTIVITIES 

I^^ Fact or Opinions -Each day we are bombarded with advertisements claiming 
a product works faster, cleans better, smells more pleasing, etc. In 
order to determine whether the claims are based upon facts or upon manu- 
facturer's biased representations, a consumer must listen closely to the 
words and slogans in the advertisements. 

This exercise gives students a chance to read manufacturer's 
slogans and claims and decide whether they are based on fact or biased 
opinion. 

Procedures: 

1. Duplicate a copy of "Fact or Opinion" for every student in the 
class. 

2. After handing out the sheet, explain to the students that they 
are to read each slogan and label it as fact or opinio n. 

3. When students have completed the game, go over the slogans and 
discuss why students decided the ad was either fact or opinion. (A 
suggested key is given below.) 



Rates go up 



FACT OR OPINION 



INSTRUCTIONS: Read each of the advertising slogans below and decide whether 
the claims are based on facts or on opinion. After you decide whether the 
cTaim is "fact" or "opinion," write the appropriate word in the blank space 
at the left side. 



Fact 



after 5 p.mJ 
on Sundays \ 

A visual demonstration ] 
proves that in this example ^ 
at leasts Chiffon performs as 
promised. 

Answer is debatable. What ir? 
the consensus of the students^ 



__J. TRUE CIGAREnES-"Tests conducted by the U.S. Govern- 
iwnt for tar and nicotine show True lower in both tar 
and nicotine than 98); of all other cigarettes sold." 

^^^^^^ 2 . LYSOL-"Kills genns that cause odor." 

Opi nion 3 . SIHKONS— The president of Sinwons states, "We promise 

*^ Hide-a-Bed Sofa you buy today won't disappoint you 

a year from now." 

4. BELL TELEPHONE— Bill Russell says, "If youVe in the 
habit of calling long distance Sunday evening, you are 
losing money*" 

_5. CHIFFON— "As you can see frora this test between two 
leading brands. Chiffon absorbs more and faster than 
the leading brand." 



Fact 



F qpt 



Onininn 6 . ORANGE PLUS""People say that it tastes closer to 
^'l'^'"' fresh-squeezed than the leading frozen orange Juice. 

? 7. 5-MIHUTE BOOy SHAPER»-"I lost 13 pounds of excess 

weight, 3'i inches off my waist and shaped up in just 

14 days." 



Fact 



8. SUNSWEET NUNE JUICE-"In a recent survey of Sunsweet 
" Prune Juice users, 74« said they drink it to help keep 
regular." 



?here may be some TV service 
technicians who say this^ but 
there was no survey resulting 
in actual facts to back up 
this statement. 



Opinion 



_9. BUFFERIN— "Plain aspirin doesn't work as fast as 
Bufferin. Twenty minutes after taking it, most 
plain aspirin is still in your stomach.^ 



Fact 



Opinion l O. 2ENITH-"For the third straight year, TV service techni- 
cians say Zenith needs fewest repairs." 

Jl. CHEVROLET IHPALA— "It runs leaner. It runs cleaner. It 
~ saves you money every mile." 

12. CREST— "Over 20 clinical studies have proven that Crest 

~ reduces cavities an average of 29X better than the sane 
toothpaste without fluoride." 

Opinion 1 3. OUNCAN HIKES--"So moist it melts in your mouth." 

Opinion 1 4. earth born SHA>IP0O""Kew non-alkalinc shampoorytthf « 
difference you can see." v .7^ 



2B»^ What Do I Hear? --This exercise will give students practice in listening 
to what is happening in the world around them. Ask students to list 
all of the sounds they hear during a 2-niinute time period; for example, 
a bird singing outside the window, the noise of a train, the teacher's 
voice, etc. 

Discuss what sounds the students like and dislike and why. Also 
discuss which sounds are most important and why. 



► Personality of Words^ -When a word is spoken, it comes to life. While 
the written word is just black ink on white paper, the spoken word can 
be supported with everything from speech inflections to facial expres- 
sions and body language, all of which can give the word a special 
meaning. 

Say the word "oh" to denote the following meanings; having students 
write down what each "oh" means to them. 

1 . You surprised me. 

2. I made a mistake. 

3. Tm bored. 

4. I *m fascinated. 

5. I understand. 

Then have several students say each of the following statements 
giving the same statement a different meaning each time by varying 
their voices, facial expressions, etc. 



Statement 1 
Statement 2 
Statement 3 
Statement 4 



I v/ant you. 

Look at that. 

Let's leave this place, 

She's a real gem. 



FIELD TRIP: 



. . . to a local newspaper publisher to observe the complete operation 
and learn more about advertising careers, including the job of 
advertising layout person. 

. . . to any local business or manufacturing firm that has a graphic 
advertising department to learn more about the work performed by 
an advertising layout person. 

(See Field Trip Guide in Appendix for field trip procedures.) 
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IiWIEW! 



. . . an advertising layout person from a newspaper publishing company. 

. . . an advertising layout person from any local firm. 

. . . an employee in any occupation that students are interested in 
who is employed in the field of graphic advertising^ 

(See Interview Guide in Appendix for procedures on conducting a group 
interview. ) 



ADDITiaW. OCOJPATIOi^ IN THE GRAPHIC ADVERTISIfJG 
liDUSM THAT STUIBffS flAY WISH TO EXPUDRE: 



Art Director 
Illustrator 
Paste-up Man 



Industrial Designer 
Free--lance Artist 



Advertising Copywriter 
Research Director 
Mechanical Man 
Advertising Manager 
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FACT OR OPINION 



INSTRUCTIONS: Read each of the advertising slogans below and decide whether 
the claims are based on facts or on opinion* After you decide whether the 
claim is "fact" or "opinion," write the appropriate word in the blank space 
at the left side. 

^1. TRUE CIGARETTES--"Tests conducted by the U.S. Govern- 
ment for tar and nicotine show True lower in both tar 
and nicotine than 98% of all other cigarettes sold." 

LYSOL— "Kills germs that cause odor." 



_3. SIMMONS— The president of Siimons states, "We promise 
the Hide-a-Bed Sofa you buy today won't disappoint you 
a year from now." 

_4. BELL TELEPHONE—Bill Russell says, "If you're in the 
habit of calling long distance Sunday evening, you are 
losing money." 

_5. CHIFFON— "As vou can see from this test between two 
leading brands. Chiffon absorbs more and faster than 
the leading brand." 

_6. ORANGE PLUS— "People say that it tastes closer to 

fresh-squeezed than the leading frozen orange juice." 

_7. 5-MINUTE BODY SHAPER— "I lost 13 pounds of excess 
weight, 3^ inches off my waist and shaped up in just 
14 days." 

_8. SUNSWEET PRUNE JUICE— "In a recent survey of Sunsweet 
Prune Juice users, 74% said they drink it to help keep 
regular." 

_9. BUFFERIN— "Plain aspirin doesn*t work as fast as 
Bufferin. Twenty minutes after taking it, most of 
plain aspirin is still in your stomach. 

JO. ZENITH— "For the third straight year, TV service techni- 
cians say Zenith needs fewest repairs." 

Jl. CHEVROLET IMPALA— "It runs leaner. It runs cleaner. It 
saves you money every mile." 

J 2. CREST— "Over 20 clinical studies have proven that Crest 
reduces cavities an average of 29% better than the same 
toothpaste without fluoride." 

13. DUNCAN HINES— "So moist it melts in your mouth." 



^14. EARTH BORN SHAMPOO— "New non-alkaline shampoo with a 

difference you can see," 
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UNIT 16 
TEACHER'S KEY 



Simulation Page 1 



Go over page 1 of the simulation 
activity with students. 

a. Ask the students whether they are 
acquainted with any people who 
work in the advertising field. 

b. If so,, ask students what types 
of things these people do on the 
job, as well as in what type or- 
ganization they work. 



In a discussion develop the idea that 
advertising layout people must: 

a. Use artistic ability to create 
advertisements. 

b. Be able to work under the pressure 
of deadlines. 

c. Enjoy supervising and directing 
the work of other people. 



uaris 

Ifcw AN NNERHSnc imir PBOTI rxuow 
omcnoris on T}c job fcr a rcwswe? puclisi^ 

Tod«y you win htvt « Job is in idve^tUIng layout- person for a i 
pcp«r pubnsh«r. During tJw (toy you will: 




I. Listan to or«I Instructions 
Wftrt laying out an 
a^vartisncant 




OfSign and ivrlta an 
adytrtlsnent 



CSlMlatlon rage 1) 
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simulation Pages 2 and 3; Procedures 



(1) Explain to students that they are working as advertising layout 
persons and that you are acting as their supervisor as they pre- 
pare an advertisement. 

(2) Tell students that they v/lll be cutting out the artwork and 
lettering (Simulation Page 2), and then arranging and pasting the 
parts on Page 3 according to your oral directions* (If you are 
unable to obtain scissors and glue for student use, you may want 
them to draw and print the advertisement on the design sheet.) 

(3) Read aloud the two sections of dialogue shown below. Read Section 1 
all the way through before allowing students to begin work. When 
they have completed the instructions glven^ln Section 1, read Sec- 
tion 2 all the way through and then have students follow those 
Instructions. 



Read to students: 

I^ve been working with Joe Barnes , the sales manager of **The Sutler,*' 
about an advertisement for their sale. I've got to run to another meeting 
in 5 minutes, so I've got to leave it up to you to get this ad finished and 
in tonight's newspaper. You can paste up the ad the way Joe wants it arranged. 

Joe was very specific about the way he wants the ad to look. He said to 
arrange it like this: 

(Hold up Simulation Page 3 as you read the next paragraph.) 

First, draw another frame inside the frame already drawn on the design 
sheet. The frame you draw should be 1/2 inch smaller than the outside frame. 

Then, cut out all of the names shown under #4 and. paste them az'^ound the 
border between the two frames. One of the two "Famous Brand Names" headings 
should go at the top of the ad and the other at the bottom. All the other 
words or Labels will fit into the space along the side borders. 



Read to students when they complete work described In Section 1 : 

The information under ff2 should be placed at the top of the ad, just 
inside the inner frame. 

Directly under the words "Thurs., Fri,, and Sat. ---ONLY," place the word 
"Sweaters" and the description and drawing that go with it. Place the ffS item 
beneath the sweater section. 



SECTION 1 



SECTION 2 




continued on next page 
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When this activity is completed, 
have students compare and review 
each other's work to see whether 
the ads were prepared in accordance 
with the oral instructions • 

A sample of a correctly completed 
advertisement is shown at the 
right. 

Ask students which part of the 
oral instructions they had the 
most difficulty in following. 
Stress the importance of paying 
close attention to what is being 
said so a job will be carried 
out accurately. 



Optional Discussion Topic 

Ask students to name some adver- 
tisements that they like. Ask 
the students what it is about these 
ads that appeals to them. 



•3b 

a. 



.5 



D 
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Simulation Page 4 



An example of how the advertisement 
for the restaurant might look is 
shown at the right. 

Have students display their ads and 
vote to select the one that has the 
best design and most catchy wording. 



1 ^ • •» • 




3 (^„tjr-*> li Kt'ihi^tt/ 
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Simulation Page 5 



The purpose of the questions 
on page 5 of the simulation 
is to encourage students to 
examine their own abilities and 
personality and compare these 
to the characteristics needed to 
succeed in the occupation 
explored in this simulation. 

Encourage students to talk 
about their own likes and 
dislikes and about the things 
they think they would like 
and dislike about this 
occupation. 



Work with the business and 
office resource teacher to 
identify resources to which 
students who are interested 
in this occupation can go 
to explore the occupation further. 
Also, work with the business and 
office resource teacher to develop 
additional exploration activities 
related to this unit. 



WOULD I LIKE THIS TYPE JOB? 



1. Place a checkmark beside the things listed below tk*t you would enjoy 
doing. 



^Select appropriate pictures 
for an advertisement 

^Creating ideas for ads 

JDrawing lettering for an ad 

jConvincing clients to accept 
your ad design 

^Supervising people 



^Asking other people to draw 
your ideas on paper 

^Rejecting artist's illustra- 
tions or photos that are not 
what you want 

^Meeting deadlines 

^Handling customer's complaints 
"and solving problems 



All of the above are activities that an advertising layout person might 
perform. 



2. Itould you like to be an advertising layout person? 



3. What strengths do you have that would help you get along in this occupation? 
(For example, like to work with people.) 



Advertising people are employed by nearly every type of business. If 
you worked in the field of advertising, what type of business would 
you most like to work for? 
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mKGROUW WFJRmWN ON 

mmnsiNG LAvour person 

Tht a/itwoKk appoMXinQ ^ nompapzu and magaz^u i6 o^tzn cAo/xted by 
a torn 0(J comViQjjaJi oJvtUtl. One mmboA OjJ tJfiU torn i6 the. adveAtl6^ng 
loLyovut pzuon, who uMmZty 6up£Avl6U a 6ta{^{^ lttuu>tMtou, IzttoAU 
and pa^tt-mp ptoplt 04 thty tuAn ovut a {^lyiUhiid adv<i^utUmznt. 

The. advoA^AJ^lng layout peMon p2A.{^onm6 tht iollowlng activUxu on, 
6apeAvi6e^ the. otheAM wlio peA^om the^e. activ^ctie^: 

'Plan6 dliie/itnt paAt6 OjJ an advextUejntnt 

•ExploAM design plan to aAtl6t6, le;tteAeAM, and 
pa^tt-wp people. 

•SeZtcjU aAtUt^6 WLuubtAationt oA piatuA^6 ioA ad^ 

•Ve;teA)nine^ coloA and dt6^gn ioA ad 

•Rej$^ne4 ad accoAdlng to atUtom£A^6 m^ht6 

•OieAte^ oAti^Ak and concept OjJ pAomotionat item6 

To be. 6ui(i(ieJi6iuJi and AZceAvz pAomotLon^, the. odveAtUlng layout pejuon 
6houtd P066Z66 the. ^oltoiaLng 6kAll6 and fenooiCedge^: 
•f^AtUtic ahility 

• Imagination, cAQjatLve.ne^6 

^kbllity to 6zil Idexu a6 weJil od ^InUhed mAk to cJUe.nt6 

• Re6pon4^fa£e ^ me.eZLng dtadtineM 
*kblt to e.xpAe^6 Hexu tltoAly 
•Enjoys oveAMtelng otheA pe,oplt^6 mAk 

• VcmituxA voith tht aAt6- -painting, 6calptuAe., oAckUe^ctuAe. 
The. mo6t mdeJty acctptexL tAjouinJjig ioA commeAcMit oAt nan bt obtaintd iAom 

an oAt in^titivte. oa school. To znteA oAt school, a high school education i6 
usually Ae.quiAed. TAoJjiLng In commejicial oAt InctudeM 6uch 6ubjzct6 a6 oAt 
{^undame.ntal6 , dAouUng, letteJung, Ulu^tAotion and otheA ge.ne.AaZ couue^ 6uch 
06 English and ki^toAy. Beginning commeAcMil aAti6t6 usually ne.e.d 6ome. on- 
the.' job tAoining be.^0Ae. the.y can qualify ^oa otheA than 6tAA.ctty Aoutine. iWAk. 

Mo6t commeAcMit aAjti6t6 oAe. 6aljaAie.d employe.e^ ioA an adveAtiMuig agtncy, 
studio, publications ilm, etc., in a big city. ¥oa in^omation on exiAning6 
0(J an adveAti6ing layout peAMon oa commeAcMit antu^t in youA torn, con6utt 
the. employme.nt mnt ad6 o{^ youA local nempapeA. 
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UNIT 16 



How AN ADVERTISING LAYOUT PERSQN follows 

DIRECTIONS ON THE JOB FOR A NEWSPAPER PUBLISHER 



Today you will have a job as an advertising layout person for 
paper publisher. During the day you will: 




1. Listen to oral instructions 
before laying out an 
advertisement 



2. Design and write an 
advertisement 
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ARTWORK AND LEHERING FOR "SUTLER" ADVERTISEHEffT- 




SWMhNU 



lEntiPt &tsck! 
Otw-awek, V- 
N«ck, Turtle 
Neck, cardifaiu 
«ad puUovert, 
sleeve and 
•leeveiees 
■tylee, pettenu, . 
tolidi, and 
rnaey Weaves. . 





«^ Brand Names ilW g 
Famous Brand Names 4 tykmuu 

"^Amnv^ fceflooHfiex) 



'Wblverine 
FARAH* l£E 




Doy Stie 



Thurs., Fri. Ir Sat.-OtlLY 




20% OFF 

Choosc.Now for Bapk 
to School and Gifts! 



3 

Ithe sutler 



Mm, IXiee, Wed, and Sat »:90 • 
Thun and Fri. »:00to«;00 

Master Charge BankAmcricard 




JWT ARtlVED-^vtr m •! m 
M wwf, ycfctt, bdM {mmI 
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DESIGN SHEET 
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CREATING A NEWSPAPER ADVERTISEMENT 
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WOULD I LIKE THIS TYPE JOB? 



Place a checkmark beside the things listed below that you would enjoy 
doing. 



Select appropriate pictures 

for an advertisement 

Creating ideas for ads 

Drawing lettering for an ad 

Convincing clients to accept 

your ad design 

Supervising people 

All of the above are activities t! 
perform. 



Asking other people to draw 

your ideas on paper 

Rejecting artist's illustra- 
tions or photos that are not 
what you want 

Meeting deadlines 

Handling customer's complaints 

and solving problems 

an advertising layout person might 



Would you like to be an advertising layout person? 



What strengths do you have that would help you get along in this occupation? 
(For example, like to work with people.) 



Advertising people are employed by nearly every type of business. If 
you worked in the field of advertising, what type of business would 
you most like to work for? 
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UNIT 17 




HOW A MANAGER'S CHARACTER in- 
fluences THE SUCCESS OF A BUSINESS 



PURPOSE 

This unit deals with the career of a manager in a manufacturing concern 
and the character traits that cause his successes and failures. The unit is 
designed to help students understand: 

.the character traits that are revealed by the actions of the manager 
.the effects of the manager's character on the employees of the 
company 

.duties of a manufacturing manager 

.the importance of a manager's understanding of character 

PROCEDURES 

1. Distribute the article ("A. Fracus"), end-of-article questions, and glos- 
sary of terms (the white sheets). 

2. Have the students read the article and answer the questions that follow it. 
Explain to students that they should refer to the glossary every time they 
come upon a word they don't know. If the word is not in the glossary, they 
should refer to a dictionary. 

3. While the students complete the assignment: 

a. review the story; 

b. review the questions at the end of the article and the sample answers 
to those questions; 

c. read the sheet entitled "Background Information on Managers"; 

d. review the discussion guide. 

4. Discuss the students' answers to the end-of-article questions. 

5. Discuss the managerial occupation by using the discussion guide on the 
following page. 
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DISCUSSION GUIDE 



1. What is a manager? 

a. One who aoaompUshes tasks through the efforts 
of others. 

b. One who makes the decisions to he carried out 
by others. 

2. Have any of you been managers? 

Many students^ through activities in clubsj class 
projects^ and athletics, have taken on managerial 
responsibilities . 

3. Do you know anyone who is a manager? 

Try to draw upon the students^ personal experiences 
in their homes and conmunities* 

4. What kind of training is needed to become a manager? 

Expand on managers discussed in Queedon #3. 
Also discuss: a) college training y b) working 
your way up, and c) special programs offered 
by the company. 

5. How is the understanding of character important in being a good manager? 

A manager must deal effectively with people if he is 
to be successful. He must know which employees will 
perform well. An understanding of character is essen- 
tial if this is to be done. 



1. Assign one or more students a manage) ial task— such as keeping the class- 
room clean and neat, planning and managing field trips, managing class 
projects, and so forth. Have the assigned students develop a plan to 
accomplish the assigned tasks. Remember, the managerial function neces- 
sarily means that they will have to set policies and oversee the efforts 
of others. 

2. Have each student write a paragraph on why they think they would or would 
not make a good manager. Discuss the paragraphs in small groups or as a 
class. See if the class members agree or disagree with the self-assessment 
of their classmates. 

3. Invite a manager to the classroom for an interview. (See Interview Guide- 
lines: Appendix C.) 




STUDENT QUESTIONS 



(Sample Answers) 

1. What were the character* traits that helped Mr. Russell to become success- 
ful? 

He was ambitious^ intelligent^ sensitive^ and decisive in 
solving problems. 

2. What does the coffee cup episode tell us about Mr. RusselTs character? 

He was inconsiderate of others^ needed to show his power ^ 
was deceptive and egotistical. 

3. What does Mr. RusselTs drinking problem tell us about his character? 

He was not a happy person^ the alcohol made it easier 
for him to deal with situations^ and alcohol deadened 
his sense of self-criticism. 

4. How did Mr, RusielVs character affect the employees? 

They were afraid of him. Some quit while others took 
early retirement. They became insecure, developed 
ulcers, and had nervous breakdowns. 



5. 



Do you think Mr. Russell's character changed during the story? If you 
think it did, explain how it changed. If you do not think it changed, 
explain why you think it did not. 
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Yes, it did change: 

Mr. Russell was at one time sensitive to others, but 
he lost his sensitivity . He at one time worked hard 
for the company, but at the end of the story he didn't 
seem to ca:re what happened to the company. 

No, it did r.ot change: 

/ The same character traits that were the cause of his 
success were also the cause of his failia*e. He was 
too ambitious for his own good. 

6. What do you think will become of Mr. Russell? 

Let students draw their own conclusions. 
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BACKGROUND INFORMATION ON MANAGERS 



The success or failux*e of any enterprise depends heavily on the way 
managers do their job. More than 6 million salaried workers were employed 
in 1970 to manage the nation's business enterprises. An additional 2.2 
million workers managed all or part of their own businesses. Salaried busi- 
ness managers^ one of the fastest growing occupational groups in the country^ 
increased nearly four times as fast as all workers between 1960 and 1970. 



Main tasks: 

. To direct the efforbe of other enployeee in aohieving the goaU of the 
bueineee 

. To make deciaione about the bueineee 
. To eet the policy of the bueineee 

Exairplee of managerial dobe: 
. Grocery store operator 
. Principal or superintendent of a edhool 
. Ccnstruotion foreman 
• Bueineee owners 
. President of a can^any 

Skills and capdbilitiee required: 

. Comunicatee needs and wante to pereonnel clearly and tactfully 
. Deals with people effectively, delegatee authority and exerte consis- 
tent leadership 
. J0 decisive 

. Has good working knowledge of company functione and policiesj ae well 
ae basic overall understanding of economics , accounting j human relatione j 
finance^ eta. (Degree in Bueineee Adrrinietration, or related fields is 
often required.) 



Training: i 
. Increasing empJiasis on college preparation 

. Training by beginning at the first entry-level position in an organiza- 
tion and ^'working up through the ranks*' (promotional opportunities of 
this type rather limited) 

Company-sponsored management training program 
. Successful work experience in related fields; e.g.j sales and account- 
ing 



276 



O #-v 

/ o3 



—reprinted from THE WALL. STREET JOURNAL.- 



Z«tu« of Octobar 17, 1972 




THE FAil 



THE RISE 



Instructions: Read th& ^oltowing &toKy 
by WULixm M. CcuiZ&y. 



A. FRACUS 

The Arizona resort was swank. And the even 
ing reception— the final event in a three-day 
business and social outing held each year by 
Smith Paper Company— was gala. 

The party had begun with cocktails. Then the 
assemblage of about 200 people moved from the 
cocktail suite to the dining room. The guests had 
barely sat down when Peter Russell, Smith Paper's 
president, rose from his seat at the head table. 
He was 42 years old, six feet tall, blonde and 
ruggedly handsome. 

And he was drunk. 

Just able to hang onto the podium, Mr. Rus- 
sell launched into an hour of rambling and inco- 
herent statements. "It was horrible," says a 
Smith Paper distributor who was there. "He was 
just slobbering all over the place and embarrass 
ing people. My wife kept saying. Why don't they 
take that man out of here?" 

Also seated at the head table was Walter 
Louis, Smith's aging chairman and chief executive 
His face white and his lips drawn, Mr. Louis re- 
peatedly leaned toward Mr. Russell and asked him 
to sit down— to no avail. The next week, Mr. 
loMis and Smith Paper's directors fired Peter 
Russell . 

The saddest part of Peter Russell's saga is 
that he was a brilliant corporate executive. His 
climb to the top of Smith Paper was possible be- 
cause of hard work and sound decisions. In the 
final analysis, it was not his business talent 
that led to his downfall. It was the public dis- 
play of indescretions and the fact that this dis- 
play had begun to hurt the business of Smith 
Paper Company. 

In the beginning of Mr. Russell's career 
with Smith Paper, there was no hint of the ulti- 
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WEAKHESSES SHOW 



mate sordid conclusion. Smith was his first 
employer; Mr. Russell had completed two years 
of college, but he decided to go to work rather 
than continue his education. The year was 1949, 
and Mr. Russell joined the Midwest-based paper 
manufacturer as a member of its marketing de- 
partment. 

Peter Russell quickly gained a reputation 
as a hard worker. One promotion followed anoth- 
er, and before long he was named assistant mar- 
keting manager. At this point, he caught the 
eye of Mr. Louis, who was then executive vice 
president and who had recently been brought into 
the company to be groomed for the presidency. 

"I was looking around for a hungry, aggres- 
sive, bright young man and there weren't very 
many such fellows," Mr. Louis recalls. 

Mr. Russell was made Mr. Louis' personal 
assistant, the beginning of a rapid rise through 
the ranks: executive assistant, assistant vice 
president, vice president, senior vice president. 
Then, when Mr. Louis was named chairman, Mr. 
Russell was elected to the presidency and a di- 
rectorship. 

"It was as if old man Louis had put a hook 
through Peter's collar and just pulled him right 
up through the company with him," a Smith Paper 
officer recalls. 

Not that Mr. Russell didn't merit his ad- 
vancement. "He knew how to get to the guts of a 
problem fast and then make decisions," a Smith 
vice president says. "You didn't have to wait 
around for a committee meeting— you could go in- 
to his office, and get a yes or a no." 

In the beginning, Mr. Russell also had a 
talent for handling people. "He could be ex- 
tremely considerate," a co-worker says. "When 
we were abolishing the janitorial department in 
favor of contracted services, we had to demote 
the department head... This guy was only making 
$8,000 a year, but he was an old long-time em- 
ployee, and Peter— he was vice president then-- 
walked his office floor till late at night, try- 
ing to phrase the announcement so as to protect 
this guy's sensibilities." 

Most importantly, Peter Russell knew his 
business. "If you wanted to find out about the 
production problem in the wetst wing of the plant, 
Peter was the guy at a board meeting who had the 
facts at his fingertips," says one of Smith's 
outside directors. 

But even as Mr. Russell was rising through 
Smith's ranks, certain personal weaknesses began 



ERIC 



278 



THE COFFEE CUP EVJSOVE 



THE OTHER EMPLOYEES 



to surface. He was egotistical and had rapidly 
begun to offend subordinates and superiors a- 
like. "He was a name dropper, he'd continually 
let people know how much responsibility he was 
carrying. He was just a complete egocentric. 
It was always me, me, me," says a former attor- 
ney for Smith Paper. 

The attorney adds: "At first, people 
laughed at him, but by the time he was named 
senior vice president, they began laughing at 
his jokes." 

They were laughing on the outside only. 
Perhaps because of his egotism, Mr. Russell in- 
sisted that his orders be obeyed down to the 
last detail; and his manner in enforcing his 
dictates struck terror in the hearts of his un- 
derlings. "It was a regular spy system," says 
the Smith public-relations man. "Nothing could 
happen in that company without his finding out 
about it." 

A case in point was the "coffee cup 
" According to Smith employees, Mr 
then senior vice president, decided 
enforce an old but much disregarded 
rule prohibiting coffee breaks. But after he 
let this be known, someone told him that a sec- 
retary had gone out to fetch coffee for several 
office workers. Infuriated, Mr. Russell en- 
countered the girl in Smith's lobby as she came 
in with the coffee, and without saying a word, 
silently followed her around the office as she 
distributed the cups. 

"The girl and the people who got the coffee 
ivere just trembling by the time it was over," 
one secretary says. 

A rule, after all, is a rule, unpopular as 



sode, 

ell, 

idly 



epi- 
Russ 
to rig- 
office 



And it wasn't so much the 



enforce- 
way it 



it may be. 

ment of the no-coffee break fiat as the 
was enforced that grated on Mr. RusselTs asod- 
ates. Such was also the case when Mr. Russell, 
newly appointed Smith's president, retained the 
services of an outside consulting firm to deter- 
mine his employee's efficiency* 

Gone were the days of walking the floors 
over a janitorial employee's demotion. At the 
consultant's recommendation, former associates 
say, Mr. Russell began to ruthlessly abolish 
some jobs, to change and to switch workers from 
one department to another. "Peter was an ego- 
maniac about this," one worker recalls. 

Some Smith workers began quitting the com- 
pany, others took early retirement, and among 
those who stayed, an unusual number developed 
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ulcers or had nervous breakdowns, a former com- 
pany doctor said. There was even talk of an 
attempted suicide. "This thing really destroyed 
lives," the doctor says. 

As a result of the chaos, production began 
lagging. And because Smith's distributors 
couldn't get orders filled promptly, the com- 
pany's sales growth first slowed and then stop- 
ped. The pressure on Mr. Russell mounted rapid- 
ly. So did his drinking. 

At a New York City paper-industry seminar 
held during this period, Mr. Russell had too 
many martinis during the Ijjnch break. "By the 
time he started eating, he couldn't handle his 
food," an officer from another paper company 
says. "He was dropping things and making a 
mess." 

The next week, Mr. Russell again overindulg- 
ed, and while driving on an expressway one night, 
he smashed his car into a concrete abutment. 
"The car was a total wreck," a friend says, "But 
miraculously Peter stepped out unhurt." 

As Mr. Russell's extracurricular behavior 
was going from bad to worse, why didn't Smith's 
other officers step in? 

The former Smith attorney explains: "No- 
body but old man Louis could have brought Peter 
up short--he was too big and too important for 
anyone else to take on. And Louis never seemed 
to want to see what was going on." 

It now seems evident that the chairman of 
Smith Paper didn't want to see what was going on. 
"Mr. Louis had put his arm around Peter's 
shoulder and said, 'You're my boy'," says one 
Smith distributor. "And he was. He was the 
fair-haired boy in the company, and he could do 
no wrong." 

Mr. Louis, whatever the reason, was long 
blind to his subordinate's failings. In any 
case, Mr. Louis, who retired as Smith Paper's 
chairman and chief executive a few months after 
Mr. Russell's departure, is a man whose faith is 
said to have been shattered. "He just isn't the 
same any more," a friend says. "His spirit was 
broken by this thing." 

As for Mr. Russell, he is now running a 
much smaller company on the West Coast. Some 
people say he has changed his ways. Some say he 
hasn 't . 
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QUESTIONS 

Please answer the following: 

1. What were the character traits that helped Mr. Rjssell to become 
successful ? 

2. What does the coffee cup episode tell us about Mr. Russell's character? 

3. What does Mr. Russell's drinking problem tell us about his character? 

4. How did Mr. Russell's character affect the employees? 

5. Do you think Mr. Russell 's character changed during the story? If you 
think it did, explain how it changed. If you do not think it changed, 
explain why you think it did not. 

6. What do you think will become of Mr. Russell? 
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GLOSSARY 



1. Abutment: cl ^^tAuatuAo. tlxat hold^ tht wzigkt an oAck ok bridge, 

2. Assemblage: a doiZudtion ptoptt 

3. Avail : ttie, bzmiAX 

4. Chaos: totaJi dUoKdoA ok doniix^lon 

5. Demotion: to toijooji aji mnii 

6. Eclipse: a ^aZting into daAknU4>; a dadUm 

7. Egocentric: cente/ied 

8. Egomaniac: vtKy 6QZ^AJ>k 

9. Egotism: exce^^^ue conctKn mth one '4 4e^({ 

10. Episode: one zvoM aji tht cou/uo. o^ a contLmoiu Q.KpzAA.2.ncz 

11 . Fiat: an oKdoJi ok dtcAzt 

12. Gala: a {^Q^tivt ok joyous aoJithKatlon 

13. Grated: to inxitatt tikt a Ko^ptng noAj^t 

14. Incoherent: unable to txpKQ>&6 one'4 thoughts In an oKdoAZy mannoji 

15. Indiscretion: an imxUt act ok Kma/ik 

16. Infuriated: to an/vigt 

17. Merit: to oxiAn, dfUOJivn^ mAKant 

18. Phrase: a sequence o{^ woKd^b Mrndtd to Imjt mtaYilng 

19. Podium: an oJLtvatojd pZatf^oKm ^oK a luctuAOA 

20. Saga: a long htKoia naJOiatvot 

21. Sensibilities: tha abltity to {^toJi ok ptKctivo. 

22. Sordid ito^etc^ed, d^pKt66ing 

23. Subordinate: a peA4on o^ a lou)tK Kank 

24. Suite: a 6q/Uu o^ conno^ctcng Kooiu u6zd 06 a JUving unit 

25. Swank: ^a^htonabZ^ ok zttgant 
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UNIT 18 




THE PART MOTIVATION PLAYS IN 
^ SERVING A BANKING CUSTOMER 



PURPOSE 

The article in this unit tells about a banker who braves many hard- 
ships in order to bring bankiag services to isolated communities in north- 
ern Canada. The unit is designed to help the student understand: 

.the motivating forces that underly the banker^s <j/jllingness to 
serve the isolated communities 

.the motivating forces that underly the banks willingness to serve 
the isolated communities 
.the duties of a banker 

.the role motivation plays in providing business services 



PROCEDURES 

1. Distribute the article ("Blizzards and Delays Are All in a Days Work"), 
end-of-article questions, and glossary of terms (the white sheets). 

2. Have the students read the article and answer the questions that follow 
it. Explain to students that they should refer to the glossary every 
time they come upon a word they don't know. If the word is not in the 
glossary, they should refer to a dictionary. 

3. While the students complete the assignment: 

a. review the story; 

b. review the questions at the end of the article and the sample answers 
to those questions; 

c. read the sheet entitled "Background Information on Bankers ; 

d. review the discussion guide. 

4. Discuss the students' answers to the end-of-article questions. 

5. Discuss the managerial occupation by using the discussion guide on the 
following page. 
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DISCUSSION GUIDE 

1. What kinds of business transactions, if any, do you have with banks? 

a. t?epo4^ momy In a 6aving6 account. 

fa. Vcpo6AJt monzy In a checking account, 
c. {jJithd/iaw momy. 

2. What kind of jobs are available at banks? 

Ho6tty cl^k6, tdUioM, bank of^f^lcoM, and accountants. 

3. Do you know anyone who works in a bank? 

a. iJilhat do they do? 

fa. (jilhat hou/u do they mnk? 

c. What kind o^ t/iatning do they need? 

4. Who would like to work in a bank? Who would not like to work in a 
bank? 

Vl6caS6 the n,QMons ion. and against. 

5. What must you do in order to prepare yourself for a banking career? 

a. Tny to get a pa/it-tme on 6umeA job at a bank to 6ee you 
Jiike Ajt. 

fa. VevoJiop the necoMtaxy skitU by taking the accounting and buslne(>6 
management cta66es in high school. 

c. PnepoAe ion coZlege. {An investigation into the pnepa/tation 
needed in the banking indust/ty muZd be a vaZaable pnoject ion 
inteJiested students . ) 

6. Why is the understanding of motivation valuable to bank officers? 

a. U hetp6 bankoAS pnopoAly cjtvie ion the money oi othoAS by helping 
thm understand the intentions oi the bonAoi^ens. 

fa. It heZp6 bankens be good bo66es by helping them understand the 
needs and goats oi the employees. 
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OPTIONAL ACTIVITIES 

1. Interview a bank employee— see the interview guide in the appendix. 

2. Play Monopoly— Discuss why some won and others lost. 

Discuss the role motivation plays in winning at monopoly. 

3. Students who show an interest in the banking industry can be assigned 
the project of determining the training they would need to prepare for a 
banking career and how they can get this training. 

4. Show the movie Why Man Creates , an excellent film on motivation. 
STUDENT QUESTIONS iSamplz AyuweM) 

1. What are the difficulties that Jerry Dix faces in his job? 

Snow6to^ lAAzguZax 6ch2,duZ2^Zong d^Zay^ 

Icy conditions VoAy- JUttZz banking biUiin^6 iAmuaatzd 

Cold tmp^AotuAOi Haggling and dicke/Ung 

2. What motivates Jerry Dix— that is, why do you think he works at a job 
that has so many difficulties? 

a. He may JUkz banking, and thi& was a ahanct ioK a 
banking job. 

fa. He may tikz thz attention /le g2t6 ^Kom having a 
6tvangz job. 

c. He tikz6 thz owtdoou, and this Is a chance, to 
have, a good job and stJJUi voonk outdoons. 

d. He may tike adventu/iZf and thi6 job o^^eM him 
that oppo^Uuntty. 

e. He may tike to 6eAve, otheM. 

ij. He may ^eeJt that his wo/ik Is o^ value. 

3. What motivates the bank to conduct business in this remote area? 

The manageAS may think the^bank can make money vohen thd oAea 
becomes economicaZly alive,. 

4. Why do the Arctic settlements operate on a cashless, barter economy? 

lAo6t 0^ the people hunt ioK a living and can t/iade theAA 6qjxI 6klns 
and iuAS ^o/i all thoAA ^ood and supplies. 

What possible changes could occur in the area that would motivate the 
people to change to a cash economy? 
a. TheAe might be commeActal o/i goveAnment developments In the aAoxi 

that voould hOie people, on a cash basis. 
fa. TouAAStS might bhlng In cash to buy aAt^oAk. 
c. The people might want Item they could not get by tAadlng ^uns 
^o/i them, 6uch as clothes ^Aom a mall oAdeA catalog. ^ 
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BACKGROUHQ INFORMATION ON BANKERS 



Banking In^tutxitiom mptoytd aJbno6t 175,000 o^^iaoM in 1970. Womzn 
fitpfidbmtzd abduut onz-tznth the. total. Btcxmz o] tht vanlzXy 0^62/1- 
vi(LQ/> o^^eAzd by bank&, a mxiz choice. 0^ ccJitaM ^ avdiXabZz ^ok tho6Z 
i/oho ijolsh to 6ptCAjoJUzt In dlf^oAtnt o/tea^ 0^ banking. 



Examples 0^ Bank O^^icoA CoAneM: 

P/iUidznt Cont/ioZZ2/i 

Vict VKdbidtnt Sznio/i O^^ico/U 

T/iMt ManagoM A66l6tant O^^icoM 

Oizdit HanagoM Loan O^^ico/u 

Ca6hieM Co/tAUpondznt Bank O^^iceA 

B^tjonch MonageA InteAnationaZ O^iiceA 

Qtxati^ying ^o/i Job6: 

1. Vo^ition^ oJit ^iltzd by managmznt t/iainco^ ok by pH^omoting 
txpoAyitnctd cZi/UcaZ mpZoyzo^. 

2. ColtzQZ tAoJining in iimnct on, a libeAoZ a/uU cwiAicixXm in- 
eluding accounting, tconomic6, law and 6tatUtic/> 4CAve 06 
zxcztlznt pKtpoAotion. 

3. By gaining txpoAimct thAough 6umeA mploymcnt pKognamS 
o\iQAzd thAough banks. 

4. Bank& o^oA one to 6ix months^ tAolnlng pnjogwm6. 



Advancement: 



ExpeAizncz LzadoA^hip 
AbltUy Special Study 



OppoKtmutie^ • 



Tht numbeA 0(J bank o^^lceA6 iM txptcjtcd to IncAtM^t A^apldly 
thAough thz 1970^6 06 banking activities expand. ScvoMl 
thousand vooHkoAS mJtl be needed annually because 0^ employ- 
ment gA^ouoth and the need to p.eplace bank o^lceAS who fietUie 
OH. die. Many otheA opejtings tMl a/ilse as bank o^^lceAS 
t/ians^eA to otheA types 0^ employment. 
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reprinted from THE WALL STREET JOURNAL.^ 

W Issue of January 3, 1974 




Instructions: Reorf thz ^oltomig 



. 6to^y by Pcut/Uck 



BLIZZARDS AND DELAYS ARE ALL 

IN A mY§ \m 



CAMBRIDGE BAY, NORTHWEST TERRITORIES--Fol ks 
in this pioneer town like Jerry Dix*s gumption. 
Braving snowstorms and other perils of the North, 
Mr. Dix flies to isolated, tiny communities like 
this one trying to drum up business. 

Bank business. 

Mr. Dix is a banker, albeit an unorthodox 
one. His employer, Toronto's Canadian Imperial 
Bank of Commerce, figured a lot of people around 
these parts can't trek the 500 miles to its 
nearest branch in Yellowknife, so four years ago 
the bank decided to fly to them. Mr. Dix serves 
as its flying bank branch, taking commercial 
airline trips to Cambridge Bay and another 
Arctic settlement each month. 

Since other 'banks lack the entrepreneurial 
spirit of his bank, Mr. Dix handles exclusively 
the banking services for the entire Canadian 
Arctic territory. Although such a competitive 
advantage would have many bankers rubbing their 
wallets with glee, there is one small catch: 
Eskimo settlements like the 400-person town of 
Cambridge Bay are mostly run on a cashless, 
barter economy^ 

"We don't make any money on the flying bank 
because there is hardly any money up there," 
says Mr. Dix, who when he isn't traveling North, 
is an assistant manager of the bank's branch in 
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Yellowknife. "Most of the economy is still 
based on hunters trading furs for any supplies 
they need." 

Indeed, for mos;t residents of this commun- 
ity 200 miles above the Arctic Circle, high fi- 
nance involves dickering over seal-skins for 
supplies and haggling over furs for food. Mr. 
Dix and his bank, however, aren't daunted by 
such details. "The day this area comes (commer- 
cially) alive, we'll have made some good con- 
tacts," he explaines. 

For the time being, the area rivals such 
other garden spots as Siberia and Outer Mongolia, 
Nine and a half months of icy weather— where 
temperatures hit as low as 70 degrees below 
zero— and uncertain air transportation keep the 
Canadian Arctic the least developed and least 
traveled spot in North America. 

None of this, however, prevents Mr. Dix 
from making his rounds, though he isn't always 
precisely on schedule. On his monthly visits 
to Cambridge Bay, Mr. Dix often carries with him 
Viquor and grocery orders to save some of the 
residents here air-freight charges. While such 
customer service bolsters community relations, 
it does not much help bank business. 

On one recent trip here to scare up cash 
deposits and loan customers, Mr. Dix netted a 
paltry $8,000 in deposits. The only cocktail 
bar in town gave him $5,000; the Eskimo Co- 
operative which sells art work to visitors who 
wander this way handed him $2,000; and govern- 
ment workers gave him $1,000. The other bit of 
bank business came when a woman, who was moving 
south, applied for a bank credit card. No one 
applied for a loan, which wasn't unusual. No 
one ever has. 

Trips to these Arctic trading outposts test 
Mr. Dix's fortitude, patience, and company loyal- 
ty. "When an airline up here says arrivals and 
departures are subject to change without notice, 
you better believe it," Mr. Dix warns. 

Mark Martin, the Bank of Commerce's former 
flying banker, recalls a winter storm that 
grounded his flight at Holman Island in the Arc- ^ 
tic. The delay looked so long that a group of 
Eskimo hunters invited him to come along on a 
four-day seal hunt. (Although tempted, Mr. 
Martin declined the offer and slept on the cof- 
fee house floor. A day and_a half later, his 
flight finally took off.) / 

After a while, such unexpected delays be- 
come routine. On Mr. Dix's recent trip here. 
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for instance, his flight left Yellowknife four 
hours late. With bad weather threatening, the 
plane made an unscheduled two-hour stop at the 
Arctic Ocean shore town of Coppermine, where 
two Eskimos hsnd pumped fuel into the DC-3. Tht 
plane then flew on through ^high winds and dense 
fog and finally landed at Cambridge Bay~12 1/2 
hours after Mr, Dix first got to the airport for 
what should have been a four-hour flight. 

On his trip back to Yellowknife, Mr. Dix 
squeezed on board a charter flight, which was 
hauling a two-ton electric generator. At Bath- 
hurst Inlet, 200 miles to the south, the plane 
stopped to pick up 15 fishermen who had charter 
ed the flight the rest of the way and to unload 
the generator. But the air-port hadn't a truck- 
lift, so Mr. Dix and the boarding passengers 
were pressed into service. Three hours later, 
the generator unloaded, the plane took off with 
15 sweaty fisherman heading for points further 
south and one tired flying banker going home. 
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QUESTIONS 

Please answer the following: 

1. What are the difficulties that Jerry Dix faces in his job? 



2. What motivates Jerry Dix— that is, why do you think he works at a job 
that has so many difficulties? 



3. What motivates the bank to conduct business in this remote area? 



4. Why do the Arctic settlements operate on a cashless, barter economy? 



What possible changes could occur in the area that would motivate the 
people to change to a cash economy? 
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GLOSSARY 



1. Albeit: aJUhough 

2. Bolsters: 6uppo^, QncouAage6, uphoZdU 

3. Co-operative: a biu>in2/>6 omed by a g^oap and opoAoutzd ^o/i thzJUi matuaJL 

4. Daunted: hztd back by io/Vi, dUdoumgzd 

5. Deposit: to pat amy ^ox 6aizkttplng, 

6. Dickering: baJigalnJbig 

7. Entrepreneur: a poMon voho onganlzoM, opeAoto^, and a64cane6 thz JvUk ioK 

a biJi6im66 

8. Fortitude: 6tK2ngth, pationdz, doahagt 

9. Gumption: 6h/iminz66, boldnz66 znt^ApnJj^z 

10. Haggling: to oAgue >tn an attmpt to baJigaln 

11. Unorthodox: not ^oZZotoing t/iaditlon 

12. Paltry: iJ0o/Lthlz66 ox putty 

13. Perils: th/iojot o^ dangM, on. t/uaJU 
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UNIT 19 




THE PART CONFLICT PLAYS 



IN A BUSINESS OFFICE 



PURPOSE 



The story in this unit tells about the turmoil caused in an office be- 
cause of the actions of a few individuals. The unit is designed to help the 
student understand: 

. the conflict in the story 

. how the conflict developed 

. how the conflict was resolved 

. the importance of understanding conflict in dealing with people 

. the duties of a secretary 



PROCEDURES 



1. Distribute the story "Woman Trouble," the student question sheet, and the 
glossary of terms. (The white sheets at the end of the unit) 

2. Have the students read the story and answer the questions that follow. 

3. While the students complete the assignment, 

a. review the story 

b. review the sample questions and answers 

c. better acquaint yourself with secretarial occupations by reading the 
background information sheet 

d. review the discussion guide. 

4. Discuss the sample questions. 

5. Discuss secretarial occupations with the help of the discussion guide. 
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DISCUSSION GUIDE 

1 . Do any of you know a secretary? 

F/iom 6tude.fvU^ ayuu)2A6 and 6ub6tque.yit dX6ca66ion dzvdtop a pioiltt oi 

a. Vatit6 [S2,cAiitcuUt6 o/ie o^tzn KnqvuiAtd to takt 6ho/vthand, typo., 
ayi6WM, 'phont6 , iilz, g/i^eX ptoptt, maka appoiyvbnznti> . . .) 

fa. Wo/iking houJU 

2. What secretarial duties have you done? 

Tafee nott6, type, KtpoKX^, omuoqa phont6, meet new people, ioltou) diAq.ctlon6 
0^ paAoyvU and texichoM. 

3. Which students would like to be a secretary? 
Why? 

Which students would not like to be a secretary? 
Why? 

4. How can you prepare to become a secretary? 
a. T/iy to get a pant timt job tn an oU^a^. 

fa. EnAolt in cZoMo^ that hoZp you tAOAn to fae a 62,cAztaAyi ?oK txampla, 
EngtUh, math, typmnAting, bookkeeping, 6ho/ithand, and vocational 
office zducjotyLon. 

5. How would the understanding of conflict help a secretary do a better job? 
She can avoid, oK t/ieat glngtnZy, 6ttujatlon6 that may caa6e con^tict. 

OPTIONAL ACTIVITIES 

1. Interview a secretary. (Guide in Appendix) 

2. Have the students interested in becoming a secretary investigate the job 
requirements and develop a program of training that would qualify them 
for a job. The student can report the findings to the class. 

3. Visit an office with the class. 
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STUDENT QUESTIONS 

Sample Answers ; 

1, What was the conflict between the secretaries that caused them to exchange 
hot words? 



Lity ang/iy 6ecaa6e -6/ie Kzcu6lQnzd to anothzn. job--"Shz 
hUiuZtzd, 6hz could nzvzA Zlvz dom thz pubLic dUg^cz, hoji mm 
■ voouZd bz hzoAtb/iokzn." Thz job to vokLch Lily m6 (U6lgnzd 6uppo^zd 
to bz Ro4e'4. "Ro^z had bzzn t/uUnzd cu 4>tand-in to my lndA^peMA.btz 
PzMonal SzcJiztoAy, whom 6hz had undQJU>tadlzd dAZigontly." 

Both WAz dUappointzd and ang/iy. Wfien thzy moX, thzy took out thoAA 
imibtAatloYUi an zaah othzn.. 

2. What caused the conflict to develop? 

Thz choAAman o^ thz company tm ^eXinAng and no onz fenew what to do with 
hl6 6zcAzta/iy." "Thz new; chcuAman might mnt 6omzonz quAXz dL^zAQnt." 
It tm dzcldzd that lily would ^zpZacz thz zngagzd ^zcAztoAy.— "Th<U 
6olvz^ thz pHjobtm with lily, 6hz can Kzplacz you/t /izdhzad." TkU ap^oX 
LUy who izlt au4 dmotzd and It ap6zt: Ro6z who thought 6hz uxu 
chzatzd out o^ a promotion. 

3. How was the conflict resolved? 

Thz chcuAman changzd ku mind about LUy'6 job changz. —"thz movz was 
mzAzly a ^uggzJ^tion 6ubjzct to Lily* 6 6cutu> faction." 

4. How could this situation have been prevented? 
.By pKomotAjng Lily out o^ hzA job. 

.By consulting with thz mployzz6 about dzcl6ljon6 that a^^zct thm. 
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BACKGROUND INFORMATION ON SECRETARIES 

The eeoretary performa many of the administrative office taeke neceeaary 
to every type of organizatum. Perhaps the moat imporiant aspect of a secre- 
toji's %b involves corrmmicating-typing letters men^randms, composvng 
Zxtine correspondence, giving and receiving vnfomatxan oyer the telephone, 
Securing infoiLtion frm aJ providing information to cUents and vvsrtors, etc. 

The duties of secretaries vary, but nearly all fully-^lified aeoretaries 
perform the follmdng taaka: 

. opening and proceaaing mail 

\ ^!^cHH^^^tation from ahorthand note a or machine dictation 

: Z!^ng Zptoyer'a Ulephone when he is buay or from the offvce 

, relieving employer of routine admimstratvve details 

. making appointments and reservations for employer 

. conmmicating with clients, customers, and Visitors 

, recording, filing, and retrieving information 

. . duplicating or photo-copying records, reports, and correspondence 

. typing on forms such as invoices, purchase orders, and others 

Some secretaries also supervise other office personnel., gather reference 
mateMs for ^yer, perfom simple bookkeeping duties, and attend meetings 
with the employer in order to take notes. 

The successful secretary is poised, alert, and even-tmpered. The secre- . 
tary should not gossip about office matters and must not discuss confidential 
information. Gmerally, employers look for the following background and 
abilities when considering a prospective secretary: 

: aS/t^l f&^g Cpost^Ugh school secretarial training may be reared) 
. ability to use standard English and to epell correctly 
. typing, ahorthand,and tranacHption skilla t. ^ ^„ 

. et^Hence either as a fulUtime secretary or as a work-study student 

performing secretarial duties. • 
. good references from previous employers, teachers and supervisors 

Some secretaries specialize in a particular field. For f^J.^' f ^- 
taru might, with appropriate training and/or experience, be classified as a 
legal secretary, medical secretary, or scientific secretary. 

Secretaries have their own professional orgmization-The ^"^^ 
Secretaries Association. Also, by passing a rather rigorous test, a secretary 
may become a "Certified Private Secretary. " 

Currently over 2 3/4 million secretaries are employed in the United States. 
Altho^Zst% these secretaries are women, male secretaries are found m many 
organizations. 

The ambitious, well-qualified secretary may advance to the position of 
office manager and; with additional training and education, may move into 
other management positions. ^OS 
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REPRINTED FROM "THE ACCOUNTANT" 




Issue of July 27, 1972 



Instructions: Read the. iollou^ing itoKy. 
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WOMAN TROUBLE 



A high-pitched scream from the outer office 
was followed by a rush of footsteps and a 
clamour of voices. I made for the door fast. 
Was it a fire, a rat, or robbery? Outside, an 
ecstatic bevy of typists were pushing, clamour- 
ing and hugging, while a couple of accountants 
smirked superciliously from the corridor. 

Only one possible explanation, of course. 
My invaluable private secretary, smiling 
radiantly, cheeks red as her curls, was 
displaying a dazzling diamond on her third 
finger. I said appropriate best wishes, ascer- 
tained the probable date of the big day, and 
listened resignedly to, the hilarity for the 
next hour or so. 

Later Prinny dropped in. "That's solved 
our problem with Lily," he grinned. "When the 
chairman retires she can replace your redhead; 
timing is perfect; everybody '11 be happy I" 

Lily, be it explained, has been the chair- 
man's private secretary for many years, and 
her future has caused us a lot of worry for some 
time past. She's large, gloomy, and persnickety. 

So I told Prinny firmly that Rose had been 
trained as stand-in to my Indispensible Personal 
Secretary, whom she had understudied diligently 
and efficiently. He said even more firmly that 
the chairman had concurred in the arrangement 
just mentioned, so he'd arrange a preliminary 
chat with Lily right away. 

Just to get down to essentials, I asked 
who the new chairman (whoever he was) would 
like to select, if not Lily; and Prinny became 
uncomfortably evasive while explaining that 
the new chairman shouldn't be presented with 
a sitting incumbent. Dash it all, he might 
want somebody quite different from Lily, more 
sophisticated and all that. We'd have ^^03 

leav e the post vacant for the moment. 
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This confirmed my suspicion that Prinny 
had been planning all along to shanghai poor 
old Lily at the first opportunity. I was the 
fall guy, my loss was the chairman's- gain. 

Just before lunch my IPS, her eyes dancing 
conspiratorially, peeped in to say that Lily^ 
was having hysterics in the cloakroom, stamping 
on the floor and shivering all. over. She*'d 
been demoted after twenty years, she was 
insulted, to be the secretary's PS was a fate 
worse than death, her mum would be heart-broken I 

The next communique from the battlefront 
was more alarming. Violet from Dictaphones 
had given Lily a sip of brandy to bring her 
round, but it had over-reacted She had 
exchanged hot words with Ros^^. herself furious 
at being passed over; both of them had exchanged 
nasty words with Prinny's PS when that glacial 
dignitary had rebuked them; a mirror had^ 
somehow been broken. Lily was in hysterics 
again. 

The chairman said with dignity that he had 
accepted the move merely as a suggestion subject 
to Lily's satisfaction; then left hastily to 
keep an appointment. Prinny approached the 
victim gingerly, and found that hell hath 
no fury like a woman scorned. He's been 
incommunicado since. Rose, half injured inno- 
cent, half indignant rebel, visited me. She 
left behind her letter of resignation and a 
fragrance of perfume. 

My PS, her day spoiled, said it was all 
her fault and wept into her typewriter. I can 
hardly ask her to return the ring and solve 
our problems, can I? 



QUESTIONS 



Please answer the following: 

1. i.'hat was the conflict between the secretaries that caused theni to ex- 
change hot words? 



2. What caused the conflict to develop? 



3. WcM was the conflict resolved? 



4. How could this situation have been prevented? 
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GLOSSARY 

1. Ascertained-to ilnd out. 

2. Devy-a 9Koup oi gViU, 

3. Coitinunique-mw-6agc oA. fizpofU, 

4. Concurred-ctflAeed. 

5. Conspiratorially-feaving ;£o do viith ok i>uggutLng aon^pXAMy, 

6. Ecstatic-ouMwfie^d wi^ deZZght, 

7. Gingerly-cauttoui^ oa. timidly coAziitt. 

8. Glacial-vcA:/ coZd. 

9. Hilarity-nox^i/ rKJOiimint, 

10. Inconrnunicado-wttfeottC ;t/te meani o/i a^/vC to commlcatt, 

n. Incutnbent-a pmon holding a ^ptcA-ilad Job, 

12. Indignant-^^ed uUth mgtfi cJvovJ>td by iomXHung mjuj>t, 

13. Persnickety-^u44y. 

14. Rebuke-c^tttccze ^hoAfly, JULpfumnd. 

15. Shanghai -Co ;tefec ogaiMt one wx^£. 

16. Superciliously-^o^tf/ wttfi jVM.de, hmghty, comtAmptaooi, 
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UNIT 20 




IDENTIFYING THEME: REVERSAL 

OF WORK ROLES 



PURPOSE 



The article in this unit tells about a family in which the husband 
assumes the household duties while the wife works to earn the family living. 
The unit is designed to help the student understand: 

.the difficulties faced by a male homemaker 

.the theme of the sotry 

.the status of women in the paid labor force 



1. Distribute the article ("Soaking Up Life's Goodies"), end-of-article 
questions, and glossary of terms (the white sheets). 

2. Have the students read the article and answer the questions that follow 
it. Explain to students that they should refer to the glossary every 
time they come upon a word they don't know. If the word is not in the 
glossary, they should refer to a dictionary. 

3. While the students complete the assignment: 

a. review the story; 

b. review the questions at the end of the article and the sample answers 
to those quesitons; 

c. read the sheet entitled "Background Information on Women In the Work- 
ing World"; 

d. review the discussion guide. 

4. Discuss the students' answers to the end-of-article questions. 

5.. Discuss the managerial occupation by using the discussion guide on the 
V^l lowing page. 



PROCEDURES 
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DISCUSSION GUIDE 



1. Do you know of any situation in which the wife had to work to support 
the family? 

a. Why did 4 fie fiave to mnk'l 

b. What bind oi job did 6hz take.? 

2. Is it difficult for women to find good jobs? (See Difficulties Encounter - 
ed on the background information sheet.) 

3. What kind of jobs are available for women who want oaid employment? See 
Present Status on the background information sheet.) 

4. Is the job situation for women different today from what it was several 
years ago? (See Changes Occuring on the background information sheet.) 

5. What are the future job opportunities fof* women? (See Future on the 
background information sheet.) 



OPTIONAL ACTIVITIES 



1. Interview two women: one who works to support a family and one who works 
to satisfy other needs. (See Interview Guide in the Appendix.) 

2. Have the boys in the class list the typical female jobs and duties that 
they feel they could perform. Have the girls list the typical male jobs 
or duties that they could perform. Discuss the lists. 

3. ?Jiz6e.nt thU situation to the. boy6 In cZa^^: Shortly after you are 
married, a homemaking situation will arise in which you will have to 
take on responsibilities for the family. What would you do to prepare 
for your homemaking responsibilities? What could you do now to prepare 
yourself for this possibility? 

?A,z6^nt thUi ^AJmtlon to the. qViJU in cZa^^: After you marry, your 
husband is seriously injured in an accident and you must go to work to 
support the family. How can you prepare yourself now to be the bread- 
winner if such a situation should arise? 
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STUDENT QUESTIONS 



{Sample, An^tom) 

1. What is the theme of this article? What does the article tell us about 
the kind of work men and women should do? 



Tfie -u/ea -t/iot thz cuitJioK t/Uz6 to conve^y am that it l6n^t 
60 JjnpontaYit vohcut job one, hiU, but u)hat ^6 AjnpoKtant 
hovo much you mjoy yovJi job. Many people appa/iently did 
not approve o^ Wi. EM.eAa^6 Kola 04 a homomkoA. Tha author 
6ay6 ""..•fie enduxzd moKz than a {^qm) KolbexL ayebKom and 
6ubtlz ba/ib6 ovoA the, yea/u iKom ^Htend6 and KoXativoM u)ho 
thought he, should get a ^/teal^ job." One, o^ Joe '4 intam 
told kU w;^^e, "You knou) Jo6ie,, 6ome, people, think Joe. am 
lazy." 

Hou)e,veA,, Joe, Kexdly enjoyed ha> new coAee/t. He had an op- 
ponturUty to nxvUe hts 6on. . ."I matdn^t have mi66ed a 
minute o^ it." He became moKe 6en6Ative and peMonal quati- 
tie6 6uch oM gentlene66 and meticalou6neM6 faegoit to 6u/i^ace. 
In 6pite 0^ alt the di^^icutties Joe had no KejgKetM. 

"It brought me clo6eA to my tut^e and 6on." Ht6 wic^e had no 
KegKetM, "He gave my 6on a mrdeAf^ul upbKinging, and I love 
it vohejn he^6 home." 



2. Why were the Errera's able to change roles with so little difficulty? 



BoieAja mM t/uUned to be a teachen, and could eoMiZy go to 
mKk and make enough money to 6wppoKt the family. 

Hu. EAAeAa m6 happy to n.etnKn to mnk, "I longed to go back, 
. . .l^d 6it in the bay uxindow and mtch the kicU ulith tkeJji 
knee 6ock6 and platd bookbag6, I loved teaching." 



BACKGROUHV IWFORMATIOW ON WOMEN IN 
THE WORKING WORLD 



PRESENT STATUS: I. Mo/ie loomm m^k at job6 0(it6ldz tha homa noiM than 

1 . Ont in tan iamitLo^ l& huadzd by a woman who pKovldu 
thz ^oln 6ou/ic^ 0^ incomd. 

3. Many ^amltio^ now depend on tkz Incomz to main- 
tcun a ^otuiacjtDKy itandaxd OjJ tivlng. 

4. TKodltionaZZy womzn hava wonkzd at lack occupatioru 
06 iZQ/idtahAjol job6, and cZq/UcjoZ job6, hoiuzkzzplng 
and waAX/iQ^6tng on tables. How^veA, womon a/iz now ^ 
going into a g^zatoA va/Uoty and nmboA o^ pKo^o^lion- 
aZ job6. 



DIFFICULTIES 

ENCOUNTERED: I . Many womzn moAAy ojonJiy and do not compldtz thz p^o- 
^Q^itonaZ thalnlng mzdzd to mtoA many co/l^qju . 

2. The. nzcQySilty o^ dividing z^^ont6 boMzzn family /te- 
iponslbUatlo^ and ca/izoA dzv^opmont havo. ioKctd 
woman Into job6 that can bz ojntoJizd QMlly and 
Qji^Uiy zxlXzd. Thz dual n.olz pZayod aUo KnqixlAdb 
womon to wonk Kzgala/i hoa/u> . 

3. StoAtotyptd vlom ojj womzn hav^ timitzd tkm to csiK- 
tain ca/ize/u. Womzn havz bzzn con^lmd to coAtaln 
^IMU bzcjoa&z ojj pKzconcelvzd notlon/> and by n,(Lbl6- 
tanct in.om men. 



CHANGES 

OCCURRING: 1. Vodwit Itgliiatlon pKovantlng dlMcJummtlon on tha 
bails 0^ has opened many doou to womojn. 

2. Women oAt bolng ^ncou/tag^d to mtoA th^ iclzncdb and 
biJit>lnQ^6 managmont. 

3. SzcJL2ta/ilz6 and cloAks a/12, bzing pKomotojd to hlghoA 
poiJutlon^ with Inc/iQMQ^ In pay. 

4. Employofu now a/iz actively 6Qa/ichlng out wom^n to 
j^ltt pH.qMti^lou/> jobs. 



VlTCiM: I. Women can be expected to play a la/igoA poAt In tka 

wonk ioKct ol thz {^ixtJuJiQ.. Many ^leldi> that have 
pn.tvlo{jJ>ly btojn cJio^^d ojit now zlthoA opzn on. open- 
ing. Bu4^neA4 occupation's continue to pKovldz tht 
main oppohtmitlts ion, tkt f^oltowing noa^ons: 

a. Ca/itQJi no^ponslbiZUlo^ can be oxuity coupled 
with {^amity nz6ponsibiJUty . 

b. SccAota/uat, cloAlcat, and accounting occupa- 
tions OAQ. no longoA dzad-tnd job6, but tzad to 
euen bzttoA job6. 

c* Bu6lnQ^6Q^ axt cagoA to employ womm In bu6lnQ^6 
managmznt po6ijtlons. 
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-.reprinted from THE WALL STREET JOURNAL., 



Issue of March 16, 1973 




Instructions: Read thz ioltoi^ng ^toKy 
by Uz GojUq^z. 



SOAKING UP LIFE'S GOODIES 



It was a clear August night nearly 18 years 
ago. In a Delaware ^& Hudson Railroad Co. train- 
yard on the outskirts of this Hudson River mill 
town, trainmen were putting cars into a freight 
house for unloading, 

Joe Errera, a husky, 38-year-old brakeman, 
I stood on the front end of one boxcar, testing its 
j brake. Finding the brake satisfactory, he let 
i the car roll down the track and prepared to tight- 
I en the brake and stop the car as soon as it met 
} the car ahead. But something went wrong, "I kept 
I tightening it, , .the ca.r never stopped," Joe 
1 says. 
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The car smashed into the one ahead and Joe 
was hurled onto the ground. His back was severe- 
ly sprained. 

That injury changed Joe's life. He was never 
able to do strenuous work again. But he carved 
out a whole new career for himself— at home doing 
the cooking and the cleaning, and caring for his 
two-year old son, Joey. His wife, Josephine; a | 
ninth grade algebra teacher, became the chief | 
breadwinner, and Joe became a homemaker. | 
The arrangement was continued through most i 
of the years since the accident, even during a ; 
five-year period when Joe worked nights as a j 
watchman to earn a little extra money but contin- ! 
ued cooking and cleaning during the day. It has- | 
n't always been easy. Joe became a male home- j 
maker long before the era of women's liberation, ; 
and he had to endure more than a few raised eye- | 
brows and subtle barbs over the years from friends? 
and relatives who thought he should get a 'real' : 
job. i 
Even today, of course, the male homemaker re-» 

maijis a^ rarity. The Department of Labor re^^ntSu 
' ' ' * ' ^ «.,'.*t. if 
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that only 96,000 men between the ages of 20 and 
64 were homemakers as of October 1972, compared 
with 25.3 million women. And many of the male 
homemakers are widowers or divorced men tempor- 
arily caring for small children. 

There's evidence, though, that more young 
couples are at least beginning to share tradition* 
al male-female roles. More women are working out- 
side the home, and more men, while perhaps not 
full-time homemakers, are sharing household chores.. 
Complete role reversal may well become a conmon 
family alternative in the future, some sociologists 
say. 

But 18 years ago, role reversal was hardly an 
alternative at all, especially for somebody who fit 
the traditional male breadwinner role as well as 
Joe Errera did. Gene Gilchrist, his boss on the 
railroad, recalls him as a highly responsible and 
enthusiastic worker. "I wish I had 15 like him. 
Whenever Td call— at night, on weekends, on holi- 
days—Joe would say, 'Til be right there.'" 

The son of a house painter, Joe had long been 
accustomed to hard work. At the age of 10, shortly 
after his mother died, he found his first job- 
hawking newspapers. After grammar school and a 
year of vocational high school, he signed up with 
the Civilian Conservation Corps and went off to a 
camp in Oregon— because it was farthest away, he 
says— to help put a road through the wilderness. 

Later he delivered telegrams for Western Union, 
pulled up gooseberry roots as part of a New Deal 
cleanup project, worked on an assembly line in a 
toothbrush factory, peddled vegetables and worked 
as a laborer in. a military arsenal. 

But Joe says he adapted easily to the homemaker 
role. Personal qualities that had long lain dor- 
mant gradually began to surface. Gentleness, for 
example. (When Lady, the family's puppy, would cry 
at night, Joe would get up and rock her to sleep.) 
And meticulousness. (He carefully assembled all of 
his wife's family recipes into a handwritten note- 
book titled "Josie's Recipes.") 

Three years after the accident, with the help 
of money from an insurance settlement, the. Erreras 
bought a white frame Cape Cod house with a farage 
and a spacious lawn, set in a pleasant, tree-lined 
neighborhood of Troy. The house became Joe's work- 
shop. 

He would arise in the morning, darn a baggy 
sweater and slacks, fix breakfast for the family, 
then kiss his wife and son good-bye as they left 
for school. He did the family marketing, fixed 
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lunch for Joey when the youngster came home at 

midday, then prepared dinner. 

Every morning, Joe says, he gathered the 

family laundry into a bundle and put it into the 
j washer. Then he made beds, dusted and vacuumed, 
i He washed the kitchen floor, cleaned windows and 
i scrubbed the bathroom. 

; In the summertime, Joe mowed the lawn, trim- 

' med shrubbery and planted rows of tomatoes, let- 
tuce, watermelons and cucumbers. On hot after- 
noons, he oftened wandered through fields behind 
his house picking huckleberries for homemade pies. 

J Perhaps the greatest advantage of being a 
homemaker, Joe now says, was the opportujity to 
care for his son. "Joey gave me so much pleasure." 
he says. "I wouldn't have missed a minute of it." 

"He raised Joey, really," says Josephine. 
"When Joey was a baby, he'd bathe him, change his 
diapers and care for him when he was sick. I 

' wouldn't have known what to do." 

While his son was growing up, Joe drove him 
wherever he had to go: school, day camp, sporting 
events. He coached Joey's Little League baseball 
team and taught him how to fish, swim, play ball, 
and ride a bike. A playmate of Joey's recalls: 
"We were like three little kids playing together." 
Josephine has a large, clannish family, and 

' having Joe around proved to be a boon for it, too. 

. Bring down food for an invalid father's dinner? 

j Sure, Joe would do it. Meet a brother's plane? 

j Joe would volunteer. 

; Joe was handy with tools, and he launched 
; various projects around the house. In 1962, the 
year of the Cuban missile crisis, he built a two- 
room bomb shelter in his basement. "Joe was ada- 
mant about that shelter," recalls his brother-in- 
law. "He was always looking for ways to protect 
i his family." 

; Though skilled in .his role as homemaker, Joe 
I faced a problem unique even to the most frustrated 
\ housewife: ridicule. Linda Holmstrom, a sociology 
1 professor at Boston College and author of a book on 
i the two-career family, says couples who switch 
i roles adjust far more easily than do their friends 
land neighbors. "People in the community can't 
. understand why so-and-so's husband isn't working. 
* Society puts a premium on work-parenthood is sat- 
I isfying, but it can't bring the rewards work can," 
j he says. 

I Joe says nobody has ever criticized him to his 
i face, but he says he senses subtle ridicule from 
i time to time. "But I don't care about it," he 
i says. "I know what I am, and my wife knows, and ; 
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she is happy. It^s nobody's business." 

Josephine admits, however, that she is hurt 
; by criticism. "At times many in iny family felt he 
; was a slacker," she says. "One would drop little 
i innuendoes like 'You know, Josie, some people think 
] Joe is lazy. . ." i 
Indeed, one sister-in-law expresses her opin- . 
; ion this way: "He's' a good man, but I guess I 
; can't see the arrangement. How many times did he 
^ go fishing when she worked her summers out? Of 
course, Joey has pleasant memories of his father. 
But the price had to be paid, and she paid it." 

Another relative says he can accept the situ- 
ation only because of Joe's injury. "That wouldn't 
have been my role in life, but if I were disabled, : 
I'd work in the house to pull my slack," he says, j 
"I wouldn't approve in any other case. A man's j 
i job is working, not playing house." ! 
Partly to avoid unnecessary explanations, Jo- | 
sephine says, she has avoided most social activi- j 
ties at school. "There are always those people whcj 
would look down on him," she says. j 
Instead, the Erreras have centered their ! 
social activities on their home. They like nothing 
better than to invite relatives to lavish six- 
course dinners, often crowned with three home-made; 
desserts. They watch TV or sunbathe in their back- 
yard. "We would rather stay home," says Josephine.' 
"We have everything we want here." 

Clearly, the Erreras think their arrangement 
has been successful, and they think they know why. ' 
First of all, they say, Josephine has never thrown! 
up to her husband the fact she is the breadwinner. - 
She makes a list of items to be bought and bills 
to be paid, and hands over her check to Joe. \je 
alone handles the transactions. "I don't even 
want to see the money," she says. 

The couple has never had financial problems. . 
. "We've never denied ourselves. We eat what we j 
; want. Our home is paid for. We have a good car 
i and enough moeny to send Joey through pollege," I 
says Josephine, who earns $13,000 a year. ^ : 

Moreover, Josephine genuinely wants to work.' ; 
She had already gone back to teaching the year be- | 
fore Joe's accident. The couple had been tempor- ] 
arily caring for Joey in shifts at that time, and ' 

• had been looking for a permanent babysitter. Their 
family physician, Dr. Nicholas F. Brignola, says, , 
"Josephine didn't want to become trapped into beind 

• a complete home woman. After all, why should she ] 
' throw away 20 years of education?" 

"I longed to go back," Josephine says. "When; 
Joey was born, I thought I'd never go back. But 



I when September rolled around, Td sit in the bay 
I window and watch the kids with their knee socks 
: and plaid bookbags. I loved teaching." 
I As for Joe's role, she says, "It didn't both- ; 

er me that he was doing woman's work, what I was ; 
? supposed to be doing. He held his own and con- ; 
. tributed to the home. I couldn't measure in money; 
; what he's given us." ; 
i It's hard, of course, to measure a homemaker's^ 
' contribution. But one criterion has always been 
how well offspring develop into mature, happy 
adults. In Joe's case, his son has been something ' 
of an all-American boy. As a youngster, Joey play- 
ed hockey and pitched for the Little League. In 
, high school, he maintained an "A" average, played . 
varsity soccer and was elected president of his 
senior class. Today's he's a sophomore at Rensse- 
laer Polytechnic Institute in Troy, preparing for ! 
- medical school . 

Like many other homemakers, Joe a few years 
i ago took a stab at stepping out of the home. He 
' got a job as a night watchman, reasoning that the 
: work wasn't strenuous enough to aggravate his back, 
I and with Joey nearing college age the extra income 
would be handy. 

The move suprised his family. He still cook- 
[ ed and did the major cleaning chores, but Josephine 
' missed him so much that he would have to call her 
several times each night from work. Joey found 
that all the things he and his father used to do 
together had to be crammed into a Sunday afternoon. 

"If it was up to me, I would have told him 
not to take the job," says Josephine. "We were 
' making out. Besides, he had had a hard life. It 
was his turn to have something done for him." 

Then Joe discovered he had a heart condition. 
One afternoon in the summer of 1971, while mowing 
the lawn, he felt faint. His doctor prescribed 
pills, A few days later, he became ill again and 
drove to a hospital . 

With Joey away at college (He was then at 
school further from home), Josephine was left a- 
lone to drive home and fetch Joe's toothbrush and 
pajamas. But she hadn't driven in 20 years. 
Where were the car lights, she wondered. Where 
was the ignition keyhole? Joe had to explain. 
, "I don't know how I made it home," she says. 
. "Those roads. . .1 was swerving all over." 

She soon realized how dependent she was on 
Joe in other ways. The family marketing, for ex- 
f»ample. Joe had always done it. Now, what to buy? 
• "He had her so dependent on him, she didn't even 
know what cuts of meat to pick up at the super- 
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market." says one of her sisters. 

Joe, now 55, has since quit his job and con- 
tinues to recuperate at home. He is deeply re- 
ligious and spends much of his time in religious 
study. On doctor's orders, he says he'll never 
return to work. He has tried to resume some of 
his homemaking chores, but finds them something 
of a burden. "I really enjoyed doing those 
things,*^ he says. "I've tried to get meals go- 
ing even now. But it's better if I don't^ I 
never know when this condition will start up a- 
\ gain. And if I feel bad, my wife feels bad." 
i Looking back, the Erreras say they haven't 
1 any regrets. "I don't think I would have changed 
I anything." says Josephine. "He gave my son a 
wonderful up-bringing. And I love it when he's 
home. 

I "Things always happen for the best, I be- 
lieve," says Joe, musing on his railroad accident. 
"It brought me closer to my wife and son. And it 
proved that my wife really cared." 

Indeed, says Dr. Brignola, the family phy- 
sician: "Joe soaked up all the goodies of life." 
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QUESTIONS 




Please answer the following questions: 



1. What is the author trying to tell us about the kind of jobs men should 
have? 




2. Why were the Errera's able to change roles with so little difficulty? 
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GLOSSARY 



1. Adamant: unyizZding, ilnm 

2. Arsenal: a ptaao, io/i mking oh. itoK^uig a;eapojt6 

3. Barbs: 6hah.pnt66, 6ting 

4. Clannish: tzYuLing to a660(U(vte. cto^zly 

5. Dormant: imctcvo,, inopoAativz 

6. Hawking: to advoAtUz oh pzddlt In thz ^txzdt^ by ^houjUng 

7. Innuendoes: on lndVi(LQjt hma/ik 

8. Lavish: a gzYioJiouJi giving 

9. Meticulousness: zxtKomzly cjo/lz^uI 
10. Premium: an additlonaZ hmvid 

n. Recuperate: qqX i^qJUL again 

12. Ridicule: mailing 6ormom tha objuoJ: oi ZmghtoA, to makz im oi 

13. Strenuous: htciidjung ghzat zU<>^ 

14. Subtle: hxAd to ddXaoZ 
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APPENDIX A 
INTRODUCTION 

The activities in this appendix are designed 
to provide a means by which students may examine 
personal beliefs, attitudes, values, and goals. 
Each section may be given to students as a packet 
or broken down into individual activities. 

While working with this appendix, keep in 
mind that there are no right or wrong answers. 
The sole purpose of the activities is to provide 
students with an opportunity to evaluate themselves 
in a nonthreatening atmosphere. 
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TEACHER GUIDE 



SECTION I 

VALUES 

A value is a belief. It is part of our internal logic system that 
determines the concept that we have of ourselves and others. A value is 
nonjudgmental in itself in that it is primary to the information system 
that we learn through socialization and personal experiences. 

Just as each person's, behavior differs from that of others, so do 
our values. Although some values, such as honesty and good health, are 
universal, other values may change due to individual growth or changes in 
society. 

The activities in this unit are exploratory in nature and are designed 
to help students develop personal awareness. 

During class, have students read the handout, "Values and You," and then 
guide a discussion on the implications of valuing. It should be brought 
out that it is easy to understand our behavior and goals after we have iden- 
tified and analyzed our value structures. Maintain a nonjudgmental atmosphere 
in the classroom. Tell students that there are no right or wrong answers to 
the questions listed on the activity sheets. 

Optional activities for discussion or class projects are listed on 
page A-5 of this section. 
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STUDENT HANDOUT 



VALUES AND YOU 

The activities in this section are designed to help you examine the 
traits and values which make up your personality. It is important for you 
to remember that there are no right or wrong answers to the questions and 
other exercises listed on pages A-3 and A-4 and that honest answers will 
allow you to realistically see your whole potential. 

Part of being an individual is that you are different; and because you 
are different, you will respond to the activities in ways that are uniquely 
your own. Some of your answers will be similar to those of your friends; 
but if the career choices, family backgrounds, and personal experiences of 
all of you are not the same, many of your answers will differ. 

Definition of a Value : 

A value is a belief. For example, the decision to use returnable or 
non-returnable bottles is based upon the values we place on ecology. 

Wo are not born with values, but it isn't long afterwards that we 
begin to develop values. We develop values about education, recreation, 
work, and so on, from our parents, friends, brothers, sisters, teachers, 
politicians, and many others. We also learn about values from our own ex- 
periences. Some values change as we grow older. Many young children feel 
that their family and friends are most important to them; during later years, 
they may value independence more highly. 

During class discussions and as you complete the exercises in this 
section you should find that your values determine what you think of your- 
selves and others and that they play an important role in the decisions you 
must make every day. 
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VALUE SALE 

If you were given $200 and were asked to buy those things that are 

most important to you, which of the following items would you buy? Fill 

in the amount of money that you would spend on each item. Write a "0" on 

the line opposite an item which is not important to you. You may fill in 

as many blanks as you desire, but you must spend your full $200. 

To be a president 

To be a professional sports player 

To have a beautiful home ^_ 

To have faith 

To be the wealthiest person in the 

world 

To be attractive 

To have a good body build 

To care for others . 

To be happy with yourself 

To have a perfect romance 

To help others 

To have a close family relationship 

To have close friends 

To have the profession of your choice 

To be your own person 

Other: 

An item may represent different values to different people. On the 

lines below, list the items you have purchased and match them with a value 

you think they represent. For example: president— power; romance— love: 

Remember, there are no right or wrong answers. 

1. - 



STUDENT HANDOUT (continued) 



6.. 
7.. 

8.. 
9.. 
10. 



QUESTIONS 

1. Are there any items that you did not want to buy? Why not? 



How hard are you willing to work for the items you selected? 
How would you go about getting them? 
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OPTIONAL ACTIVITIES 



1. CLASS DISCUSSIONS - 

a. Have students discuss how values have changed in our society. For 
example—athletics, women's roles, job discrimination, age, sex, 
male-female work roles, etc. 

b. Have students watch TV, read papers and magazines, arid bring to class, 
for discussion, any articles that they find which are discriminatory. 

c. Have students list and discuss the values which are important to the 
job they are studying. 

d. Choose descriptive pictures out of books or magazines and ask the 
class what values they represent. 

e. Have students discuss how they each have values and how these values 
affect what they say and do. This may extend to ideas which they may 
have about critical issues such as war, crime, advanced age, etc. 



2. CLASS PROJECTS 

a. Have each student write, on a slip of paper, the name of an animal 
which they think best represents the values which they hold, and then 
list the values. If students approve of this activity, have members 
of the class use separate slips of paper to match each of their class- 
mates with an animal. Caution students that they are not to discuss 
their impressions with each other, and they are not to be vindictive. 
Tell them, also, that the comments which they write will not be dis- 
cussed in class and will be distributed to each of them in a sealed 
envelope. 

After students write their impressions of each other, sort, and 
distribute the comments to students in sealed envelopes. 

b. My Values— Guide a class discussion as to the values students think 
an individual should have. As they are given, list the values on 
the chalkboard so that group consensus can be established. Make and 
project a transparency of Figure 1 (shown on the next page) and ask 
students where they would place the first value on this picture. Use 
a grease pencil to write the value on the designated place. Ask where 
they would place the second value and write this value on the figure. 
Continue the process until all values have been placed. 
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SECTION II 

SELF AWARENESS 

The activities in this section are designed to help students become 
more aware of the characteristics that make up their personalities. 

In the first activity, page A-8, students are asked to check the 
traits that they see in themselves. After students have completed the 
Personality Trait Inventory, encourage them to review the items they have 
checked and to use these traits to describe their personalities. 

In the second activity, page A-9, students are asked to answer questions 
about the types of persons they are and the types of persons they would like 
to be. 

The third and last activity of this section is a transactional analysis 
exercise. This exercise is designed to focus on the life positions estab- 
lished by Thomas Harris in his book, I'm Okay, You're Okay . The purpose is 
to acquaint students with the four life positions defined by Dr. Harris and 
to help them analyze certain situations in their own lives according to the 
life positions. Ideally, people should function in the Tm Okay, You're 
Okay position, but many situations do not promote this atmosphere. This 
exercise will allow students to become aware of what positions they are 
working from in their own lives. These positions are not absolute. Individ- 
uals can change their life positions when they are aware of themselves. 
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PERSONALITY TRAIT INVENTORY 

Many traits make up your personality. It 1s the combination of these 
traits that gives you your own unique personality. The following list of 
traits are characteristics we all have to varying degrees. Check those 
traits that you see in yourself. There are no right or wrong answers. 

Likes to make people laugh 

Likes to invent things 

Likes to make up things 

Likes to disagree 

Likes to work with others 

Likes to start new things 
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Is willing to wait for other people 

Cares about others 

Enjoys music 

Is willing to listen to other people's ideas 

Likes to work by yourself 

Likes to do as many things as possible 

Likes to meet people 

Likes to participate in sports 

Likes to compete with others 

Likes to study 

Tries to understand other people's feelings ^ 
Enjoys being with different types of people ^ 
Likes to make good grades 



Look over the traits you have checked and try to summarize your personality 
in two or three brief sentences. 

A-8 
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M E 



Ve ave all different — yet we have similarities. 

Have you ever taken time to think about yourself? Have you ever asked 
yourself what kind of person you are and what kind of person you would like 
to be? Take time now to think about yourself by answering the questions below: 

1. Is it important for you to be like everyone else? Why? 

2., Is it important for you to be different than your friends? Why? 

3. What kind of pe.son do you want to be? 

4. Is the kind of person you want to be the kind of person you are? 
Why? 

5. What would you have to do to be the kind of person you want to be? 
Is this a realistic goal for you? 

6. What are the things you like most about yourself? 

7. What are the things that bother you most about yourself? 

8. In what ways do you think the answers to questions 6 and 7 will affect 
you in your job choice? 

9. In what ways do you think the answers to questions 6 and 7 will affect 
your personal life? 

10. To you, what does satisfaction mean? 

11. To you, what does success mean? 

12. How do you think the answers to questions 11 and 12 will affect your 
career choice? 
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TRANSACTIONAL ANALYSIS 

The following list of life positions* has been created to help you 
understand the roles people play* Each position stands for the way we 
see others in relation to ourselves. 

Life Position 

1. Tm Okay - You're Okay 

2. Tm Okay - You're Not Okay 

3. Tm Not Okay - You're Okay 

4. rm Not Okay - YouVe Not Okay 

Show how you see your relationships with the others listed below by 
writing the life position number that best describes your feeling about each 
relationship. 

Example: 1 0. How you get along with your best friend 

1. How you get along with your parents 

2. How you get along with your teacher 

3. How you get along with your classmates 

4. How you get along with your counselor 

5. How you get along with your family 

6. How you get along with your neighbors 

7. How you think the teacher feels about you 

8. How you think your family feels about you 

9. How you feel about ihe police 



10. How you feel about school in general 



* Positions were taken from the book I'm Okay, You're Okay > by Dr. Thomas 
Harris. 
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SECTION III 

DECISION-MAKING 

There are many different criteria for decision-making, yet the processes 
remain the same throughout. This unit will aid the student in gaining a better 
understanding of the decision-making process. The decisions students make 
daily will likely be better if students replace a haphazard decision-making 
process with a more rational process. Point out to students that there is a 
distinct difference between making a decision and delaying a decision and that 
each of these possibilities have certain outcomes and consequences. Emphasize 
to students that 

...they can learn to make better decisions. 

...they can change their decision (it's okay) 

...they may postpone some decisions. 

...the best decision for one situation may not be the best for 
a similar situation. 

...everything they do, every minute they are awake involves a 
decision of some kind. 

...decisions are based on values, goals, background, experiences, 
influence of others, etc. 

Several activities are provided in this section to help students become 
familiar with the decision-making process. 
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DECISION-MAKING FORMAT 

Think of a problem you must solve or a decision you must make in the 
near future. The following are steps to help you become more aware of the 
decision-making process. Follow these steps in solving your problem.. 

1. Name the problem to which you need to find a solution. 



2. List as many alternatives as you can think of to solve the problem. 



3. State your decision by selecting from the alternatives listed above. 



4. Give the reason for your choice. 



5. State all the consequences (both positive and negative) that you 
can think of for your decision choice. 



6. Evaluate your decision choice. 



7. If you could change your decision choice what would it be? Why? 
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DECISION-MING 



What do you think is the most important decision you have made 
in your life? Why do you think that it was the most important 
decision? 



Were you happy with your decision? Why? 



. What are the three (3) most important decisions you think you 
will make in your lifetime? Why? 



Do you think that it is important to think about your future 
decisions now? Why? 
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CONNIE'.S STORY 

I finished my eye make-up and looked at myself in the mirror. 
"Not bad," I thought. I always try to take care to dress in style and 
to be attractive, but not to be too fancy. My make-up is just right 
for my features because my older sister, who is a beautician, showed me 
how to do it best for me. So many of my friends use too much or none 
at all or don't use it to accent their features to be as pretty as 
they could be. Not that I'm a raving beauty, but I'm not ugly either. 
I think being healthy makes alot of difference in the way you look. 
Sometimes I think my eyes are too close together or that I might be too 
fat or too skinny or not shaped right. Sally, my sister, said she thought 
that when she was thirteen too, and she says everyone does, even adults. 
Still I wonder sometimes if I'm not the only one in the world that feels 
this way. I guess I like myself most of the time. . 

My friend Melinda is a grouch most of the time. There really isn t 
anything wrona with her except the way she sees herself. If she would just 
be OK with herself she would be OK with others I guess. It's not 
like she has a chip on her shoulder, its more like she thinks everyone 
else does. It would be easier to be friends with her, anyway, if she 
weren't so uptight. 

It's almost time to leave for Hillside Park for the dance, and I 
don't want to be late as Jane and Karen are waiting for me. They are 
my best friends and we really enjoy just hanging around together. Some- 
times parents don't understand that we aren't getting into trouble 
just because we don't have something special to do, though. 

This is what happened one of those times. Mom and Dad were both 
sittino in the living-room when I came to say good-by. First mom jumped 
me with her question, "Where do you think you're going? Who are you 
going with?" Practically before I could answer, Dad piped in saying 
"Why do you have all that junk on your eyes? Your pants are too tight. 
Before I knew it we were in another big fight, until finally mom said 
I could go. 

"I just don't think Connie should go out so often." 

"Well, Bill, she does behave nicely most of the time and she 
takes care of her work around the house. I'm ashamed that I asked her 
those things in a suspicious and angry way. I think I should know where 
she is going and who she's going with, but I don't need to ask 
in that way. I'm just worried. But there are alot of things that could 

happen to a girl ." , . -a 

"To a boy, also. When I was young, my father was always afraid 

that I would get hurt so he hollered at me when I wanted to go out. 

I guess I just passed that on to Connie." . , -, 4. i, m 

"Maybe we could try a little harder to not react so quickly to her. 
"I still wish she would ask us instead of telling us what she was 

going to do. If we could say that to her without a hot battle, we 

could have alot more smiles around here." 
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CONNIE'S STORY CON'T 

"We don't try. Lets promise ourselves not to get angry and really try 
to talk with Connie so all of us know where we stand." 



I went to the park to meet Karen and Jane. They asked me why 
I was always late, and I told them the same old story. Jane said that 
she had a hassle at her house also, but Karen never seemed to have problems 
with her parents. 

She said, "Yeah, well I do have hassles sometimes, but we get along 
pretty well. One thing I found that seems to help that I didn't know 
before when we always fought, was that now I ask in advance, if I know soon 
enough, so they don't have to decide right that instant. I do my work 
around the house and we sit and talk about things. Mom and Dad ask some 
dumb questions sometimes, like about boys and dope and things, but I 
try to be honest with them. I think they trust me. Do your parents 
trust you Connie?" 

"I don't think so but they should. I never get in trouble, so why 
shouldn't they?" 

"Mine don't trust me," Jane said, "And I haven't been a problem for 
them either I " „ 

Karen smiled and said, I don't think I can promise you it will 
work, but you could try just being straight with your parents, and even 
if it sounds wierd to say it, I tell them I love them, and I mean it. I 
try to act grown-up so they treat me like that. You should at least 
try being different with them— more often anyway." 

I don't know whether Karen was for real or not, but it would be a lot 
easier than hasseling. Mom and Dad will think I'm trying to trick them 
I bet, but maybe I'll try. 

We talked about the band and then went to the pavilion to dance. 
It would be great if things could change. 

DISCUSSION TOPICS 

1. Do you have feelings about the way you look just as Connie does? 
How do you settle them? 

2. How can you help a person be more comfortable with himself? 

3. If you sometimes have problems in dealing with your parents, do 
you think it is because no one really tries to be honest with each 
other? Explain. 

4. What does Connie's father mean when he says he "passed that on to Conni 

5. Do you think that you try. to be understanding? 

6. Do you think you go out enough? How much is enough? How much is too 
much? Explain. 

7. What does freedom mean to you? 

8. What responsibility do you have to others? to yourself? 

9. Do you feel that you have too much responsibility or not enough? Why? 
10. Are clothes, make-up, and cars, important to you? Why? 
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CONFLICT RESOLUTION 

Conflict occurs when we have to make a choice between two or more 
different things. The difficulty of the choice affects how easy it is 
to resolve the conflict. 
Examples of conflict: 

1. Do I want ice cream or pi6 for dessert? 

2. Do I want to go out with my friends or with my family? 

3. Do I want to accept a late date or study for a test? 

We all encounter conflicts in our lives but many of us are not aware 
of what is causing the problem. Let's analyze some of the conflicts that 
we face from day to day. Conflict is always easier to resolve when we 
identify the problem and the alternatives available. 
Student Activity 

Place a check to identify problems you often encounter: 

1. What kinds of conflicts do you have: 
school 

family 

friends 

rel igion 

boyfriend, girlfriend 

social activities 

work 

money 

2. Do you feel that you are resolving these conflicts in ways that 
make you feel good? Yes No If not, why not? 
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3. Have you identified the real problem? What seems to be causing 
the majority of your conflicts? 
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OPTIONAL ACTIVITIES 

1. Discuss with students the large number of decisions each of us make in 
one day. Have students keep a record of decisions made for one day, no 
matter how large or how small the decisions are. The following day, each 
student may tell how many decisions he or she made and tell what some of 
the decisions were. 

2. Have students read a paper, book, magazine, interview, etc., concerning 

a critical or controversial issue that is relevant and important to them. 
Have them use the "decision-making format" described in this section to 
work through the decision-making process. 

3. Have the students read a biography or autobiography of their choice. Ask 
them to make a list of three (3) or more decisions that the person described 
in the book made in his lifetime. Have students tell what the person saw 

as his most important decision. Note: Important decisions to one may not 
be important decisions for someone else. 

4. Discuss decision-making in terms of values. Values influence decisions. 
For example, "Should I buy a fancy status car or an economy car?" Economy 
vs. status in a value, and your values in this area will influence your 
decision concerning which car to buy. 



3 
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TEACHER GUIDE 




SECTION IV 



CAREER AWARENESS AND WORK VALUES 



Students should be made aware that values play a great part in attitudes 
about job success and job satisfaction. Ideally, one might have a high degree 
of both job success and job satisfaction; however, this is not always the case. 
The continuum below reflects the various job satisfaction-success situations 
possible: 



Point out to students in discussion that an unpleasant type job may be 
quite well -paying and that some people may be happy doing this type work even 
though it does not fit social definitions of success. For other people, working 
conditions and the type work they do are more important than monetary rewards. 

The activities in this section are designed to help students begin to think 
about their work values and to begin asking themselves in what types of careers 
they will be happy. 



High job satisfaction and high success 
High job satisfaction and low success 



Low job satisfaction and high success 
Low job satisfaction and low success 
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WORK VALUES 

Select five work values especially important to you and list them in 
their order of importance. Tell why each work value is important to you. 

Work Values VJork Values Especially Important to me : 
Salary 1. 



Praise 

Job Satisfaction 2. 
Job Success 

Location 3. 
Fringe Benefits 

Distance from Home 4. 
Work Hours 

Flexibility on the Job 5. 

Promotion Opportunities 

Status 

Power 

Diversity of the Job 

Challenge 

Adventure 



Do the values you have selected match the values of the job you might be 
interested in? Which ones do? Which ones don't? Will this make a difference 
in your career selection? Why? 
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WHAT WOULD I LIKE TO DO? 



If you had to make a career choice at this time, what would your first 
three (3) choices of a career be? Why? 



2. What things would you have to do to enter these careers? (Include dis- 
cussion of education, training, etc.). 



3» What characteristics do you feel you have that will help you to be 
successful in these careers? Why? 

4. What characteristics do you think will hinder your success in these 
careers ? Why? 



5* Do you think that you can develop the skills and knowledge needed for 
these career choices? Why? 
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JOB CHOICE 

Match the following list of occupations with job characteristics. You may 
put as many numbers per item as you feel fits the occupation, # 



el ectrician 


1- 


helps others 


doctor ' 


2, 


makes a lot of money 


farmer 


3- 


dresses nicely 


accountant 


4. 


works with people 


scientist 


5- 


works with their hands 


banker 


6- 


does physical labor 


laborer 


7. 


works alone 


teacher 


8, 


supervises people 


nurse 


9- 


works with figures 


secretary 


10. 


does research 


pol iceman 


11. 


works to better mankind 


pi umber 


12. 


sets own working hours 


receptionist 


13. 


is creative 


brick-layer 


14. 


has a head for facts 


sculptor 


15. 


has to be able to write well 


musician 


16, 


uses logic and decision making 


clerk 


17- 


demonstrates leadership ability 
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Do any of the occupations listed above interest you? 
Which ones? 

1. 

2. 

3. 

4. ^-'^^ 
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MY CAREER CHOICE 

My three (3) career choices for a career at the beginning of the year 
were: 

(1) 

(2) ___ 

(3) 

My three (3) career choices now are: 

(1) 

(2) 

(3) 

My choices now are the same as or different from before because: 



The things that helped me most in the career education course this 
year were: 



The things I liked most about career education were: 
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GUIDELINES FOR CONDUCTING FIELD TRIPS 



The field trip can be exciting and a valuable learning experience 
for students. By actually seeing and talking with people at their jobs, 
students begin to get a realistic view of occupations, including the 
work performed in those occupations. A well-planned and well -organized 
field trip will bring to life for students the knowledge that they have 
acquired through in-school career education activities. The following 
guidelines were prepared to make it easier for you to plan and conduct 
a field trip and to plan your post-field trip activities, A Field Trip 
Checklist is provided on page B-3, 

PLANNING GUIDELINES 

Initial Planning 

1. Obtain tentative permission from your school principal for the trip, 

2. Decide with students the purpose of the proposed field trip. Discuss 
with students the reason for taking the trip. Be sure to let students 
know that the trip is only tentative until permission has been sectored 
from people from the site to be visited^ from the principal^ and from 
parents , 

3. Select with students the site to be visited. Decide also upon alter- 
native sites in ease permission is not granted by people at the first- 
choice site. 

4. Contact the site to be visited to secure permission to visit. Explain 
the purpose of the trip^ the number and average age of the students who 
will visits and the type of information students wish to receive — includ- 
ing the types of things you would like students to see. Caution : Students 
are not likely to comprehend too much information or adequately internalize 
their experiences if you try to cover too much in one trip, 

5. Obtain final, written permission from your school principal for the trip, 

A sample permission form is shown on page 

6. Obtain written permission from parents to take students on the field 
trip. A sample permission form is shown on page B-6, 

7. Notify teachers of students' other classes and, if necessary, have 
students obtain permission slips from teachers whose classes they will 
miss, 

8. Arrange adequate transportation for the people going on the trip. If 
district insurance allows, students may be carried in private cars; 
however, a school bus generally offers a more practical method of 
transportation since all students will be in one group and the adult 
leaders will not be required to drive, 

9. Encourage parents to come along as adult leaders. The adult leaders 
should be told the purpose of the trip and should be given — in ^iii^^';'z. 

a schedule of events and a list of their duties during the trip. C j\) 
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student Orientation 



10. Discuss again with students the purpose of the trip and— 

. Explain how transportation meals ^ and time schedules will be 
organized. 

. Explain safety precautions and the behavior expected of students 
during the trip. 

. Answer any questions the students have concerning the trip* 

11. Encourage students to tell what they expect to see or learn on the 
trip. Make a list on the chalkboard of the things they name; save 
this list and review it after the trip is complete. 

12. Provide students with references that describe the organization or 
the type of organization, business, or industry to be visited. 

Discuss the information in these references^ including the type of 
work students are likely to see performed while on the field trip. 

Conducting the Trip 

13. Make sure that all students can see and hear during the trip. It 

is your responsibility to ensure that all students get as much as 
possible from the field trip experience. 

14. Ask leading questions of the on-site persons who are being observed 
(where possible) if the students do not ask questions. Students may 
be shy about asking questions of adult strangers. Thus^ you may break 
the ice by asking questions. Be sure students have opportunity to 
ask questions or talk about what they see during the trip. 

Post-Field Trip Activities 

15. As soon as possible after the trip, discuss with students what they 
learned on the trip. Some sample discussion questions are shown on 

page 3-4. Refer to students^ pre-trip expectations. (See item II above.) 

16. Evaluate the trip. How did the trip benefit the student-^? To what 
extent did it accomplish our objectives? lou should keep a log of 
field trips (including name and telephone number of your contact person 
at the site) for information in planning future trips. The log should 
contain a brief evaluation of the trip and suggestions for changes in 
procedures — if deemed desirable — on the next trip. 

17. Send letters to your contact person at the site visited and to the 
adult leaders thanking them for their help. The letters might be 
prepared and signed by the students » 
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FIELD TRIP CHECKLIST 



This check list is designed to help you remember to take all the 
necessary steps in planning, conducting, and following-up your field trip. 

BEFORE THE TRIP Check when complete 

1. Obtain tentative permission from principal 

2. Discuss with students the purpose of the trip 

3. Select site to be visited 

4. Obtain permission from site to be visited 

5. Obtain written permission from principal 

6. Obtain written permission from parents 

7. Notify other teachers of students (if necessary) 

8. Arrange transportation 

9. Arrange for additional adult leaders 

10. Discuss again with students the trip's purpose 

11. Discuss with students all arrangements 

12. Discuss with students safety precautions 

and behaviors expected while on trip 

13. Encourage students to tell what they expect 

to see or learn while on the trip 

AFTER THE TRIP 

13. Discuss the trip thoroughly 

14. Evaluate the trip and enter in a "field 

trip log" 

15. Write and mail thank-you letters 
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SUGGESTED DISCUSSION QUESTIONS 
for 

POST-FIELD TRIP DISCUSSION 



1. What different types of occupations did we observe on the trip? 
(List on chalkboard.) 

2. (Ask the following questions concerning each occupation.) 

•What are the principal duties of the people in this occupation? 

.Are most of the duties of the person in this occupation people 
oriented, product oriented, or idea oriented? 

.What are the working conditions like for people in this occupation? 
(e.g., crowded, safe, noisy, pleasant, etc.) 

3. What did we learn from this trip that we didn't know before? 

4. Did any of the occupations especially interest any one of you? If so, 

in which occupation were you especially interested? Why did it especially 
interest you? 

5. What are the advantages of each occupation we saw? The disadvantages? 

6* Was the trip worthwhile? Why? 

7. How can a field trip such as this one be improved? 
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SIWiE SCHOOL PERMISSIO^J FORM 



jJunior High School 



(Teacher/Supervisor) Sponsoring Trip 



(Date) 



(Group) 



(Number) 



(Destination) 



(Purpose) 



(Date of Trip) 



(Leave Time) 



(Return Time) 



(Means of Transportation) 
(Insurance Coverage) 



No □ 
Yes n 
Type: 



(Approval ) 
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(Date) 
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S/^LE PAREffT PERMISSION SLIP 



Junior High School 



Dear Parent: 

A field trip is planned to 



by. 



(Class/group) 

_ for the purpose of_ 



on 



from 



to 



(Date) (Departure time) (Return 



time) 



Means of transportation: 



Type of Insurance Coverage 



If your son/daughter has your permission to participate in this trip, 
•please complete the slip below and return it to me by_ . 



(Teacher/Supervisor) Sponsoring Trip 



(Date) 



(Date) 



has foy permission to visit 
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(Place of trip) 
on 



(Date of trip) 



from 



to 



(leave) (return) 



(Parent's Signature) 
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B-6_ 



APPENDIX C 

GUIDELINES FOR CONDUCTING INTERVIEWS 



INTERVIEW GUIDELINES 



An excellent way to provide students with accurate information 
about various occupations is to have the class interview employed 
workers. The following procedures are suggested for arranging and 
conducting class interviews: 

PROCEDURES 

1 • Pre-planning 

a. Invite a guest interviewee to the school after receiving approval 
of his or her employer. Tell the interviewee not to prepare a 
speech. 

b. Discuss with students the occupation of the person to be inter- 
viewed. Prior to the day of the interview, students should suggest 
questions to be asked of the interviewee, with the teacher or a 
student writing the questions on the chalkboard. Have each student 
copy the list on note paper, adding others that occur to them. 
Students should have their lists of questions before them at the 
time of the interview. 

c. Stimulate student interest by asking students to tell beforehand 
how they think the employees will respond to questions such as: 

--What activities do you perform in a normal day? 
--What do you like, dislike, about your job? 



2. Activity 

a. Introduce (or ask a student to introduce) the guest, giving his 
or her title and organization. Write this information on the 
chalkboard. 

b. Ask interviewee to answer questions briefly and honestly, explaining 
that any question may be rejected merely by saying "Next question." 

c. Students conduct interview by asking the employee questions from 

the prepared list. The teacher does not participate in the question- 
ing nor add to the answers except to paraphrase an ambiguous or 
inexplicit statement or make it loud enough for all to hear (always 
asking, "Did I correctly repeat what you said?"). The teacher must 
refrain from reaction, comment, or interpretation, even if the 
employee's answers conflict with every principle and practice the 
teacher has ever taught. For this reason, no single interview will 
completely accomplish the purpose of this activity. 



d. When the class has no further questions, thank the interviewee. 



FOLLOW-UP 



1. Have the class send a letter of appreciation to the interviewee and 
a copy to his or her immediate superior. 

2. Suggest to students that they keep a private log of "surprises" 
resulting from the interviews. Students should not comment on 
or criticize the interviewee. 

3. At the end of the year, students should consult their notes on the 
interviews and their logs of "surprises," and evaluate the series 

of interviews. Point out that every individual job, including those 
the students have not learned about, have unexpected aspects, "but 
together they give a true picture of business employment. 

RELATED ACTIVITY 



Set up an interview or series of interviews with the employer(s) of 
one or more of the interviewees so that students can compare the employer 
vs. the employee's version of what the boss expects, what the employee's 
duties are, and how well the employee performs the duties. 



SAMPLE INTERVIEW GUIDE 



1. What schools did you attend? 

2. Did you graduate? Drop out? When? 

3. What was your first job? 
. How did you get it? 

. What did you like best about it? Least? 
. How long were you there? 
. Why did you leave? 

4. What was your next job? (Same questions as above. Repeat for all 
subsequent jobs. ) 

5. Regarding the present job, ask: 

. What time did you go to work this morning? 
. What was the first thing you did? 
. How long did that take? 

. What did you do next? (Repeat through the entire day.) 
. Did you do anything yesterday that was different from what you did 
today? 

. How about the day before yesterday? Last week? Last month? 
. What else do you do on your job? 

. Of all these duties, which ones take most of your time? 

6. What is the usual range of starting salary in jobs like yours? 
What kind of pay increases can be expected? 

7. What kinds of benefits does your job offer in addition to salary? 

8. What qualifications do you need to get the job? 

. Age? .Other physical characteristics? 

. Marital status? .Licenses? 

. Sex? .Unions? 

. Weight? .Tools? 

. Language skills? 

. Apptitudes? 

9. What minimum training and preparation are required? What is the 
length of training? What is the cost of training? Is any part 
of training paid by employer? What are the approved schools? 

10. What is the ratio of supply to demand for workers in your field? 
What is the outlook for future employment? For advancement? 
What other kinds of jobs can your job lead to? 
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n. What are the hours of work? Do you work overtime? Evenings? 

Sundays? On holidays? Does your job involve after-work requirements? 

12. Is the work steady or seasonal? Are there any health or safety 
hazards? What are the prospects for marriage through job-related 
contacts? 

13. How well do you get along with your superior? 

14. How well do you get along with people who work under your direction? 

15. What do you like or dislike about your job? 

16. What kind of personal satisfaction do you get from your job? 

17. How does your work contribute to the production or success of the 
organization? 

18. Do you think there is anything we should have asked that we didn't? 
Is there anything you want to ask us? 
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